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AMA clinic dramatizes varied communications approaches (See page 40) 


e Operations research —what it means and how it works 


e University of Chicago holds second automation conference 
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... provides “single step’ data process- 
ing for a whole new segment of business. 

Now-—for the first time—a complete, 
all-purpose electronic accounting sys- 
tem... in one unit! That’s 305 RAMAC, 
made possible by IBM’s new 5-million 
character random access memory for 
filing and instantly finding business 
facts and figures! 


For medium-sized businesses with 
growing accounting problems, 305 
RAMAC provides “single step” elec- 


DATA PROCESSING e« ELECTRIC TYPEWRITERS 


all-purpose, electronic 
system-—in one unit! 


tronic data processing. This means the 
ability to process each transaction as it 
occurs, while at the same time auto- 
matically updating every related rec- 
ord on file! For example, while com- 
pletely processing five normal invoices 
—in one minute, RAMAC will update 
all related sales, inventory, billing and 
other records at once! 


Executive inquiry into this 5-million 
digit file can be made at any time! In- 
stantly . . . and without searching or 
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tity Sime For More Information From Advertisers Use 


IBM 


announces 


the 


accounting 


sorting . . . the answer is automatically 
typed at the 305 RAMAC’s console! The 
305 RAMAC applications cover the full 
range of accounting and manufactur- 
ing control functions. Learn today how 
RAMAC will help cut costs for your 
company. Call your local IBM repre- 
sentative. 


International Business Machines Corporation 
590 Madison Avenue, New York 22, N. Y. 


DATA 
PROCESSING 
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on How to provide “branch office service” 
in different cities without renting space 


The telephone “branch office” idea can give you 
good market coverage at low cost. Hlere’s how it works: 

Your firm’s.name can be listed in telephone direc- 
tories of every key city in your marketing area. Customers 
in those cities can reach you direct by calling a local 
number. It assures them of fast service...a good way 
to keep orders coming and build customer good will. 

The cost? A small monthly charge, plus the calls 
you receive. A telephone representative will gladly give 
you more details. Just call your Bell Telephone Com- 
pany business office. 


BELL TELEPHONE SYSTEM 
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I thought I'd have to give up comfort 
for efficiency... 
but | was wrong! 


Large corporations and small business firms 
find that efficiency and comfort are inseparably 
linked in a ““Macey-Fowler’’ office. That's be- { 
cause Macey-Fowler’s years of experience in in- 
terpreting and executing executive needs pro- >t 
vide a “‘know how” that's hard to beat. 


So, whether you require executive, or general 


— 


office, groupings . . . and when quality, styling, 
efficiency and service are of major importance... 
call Macey-Fowler. You'll be glad you did. 
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wardrobes and lockers, supply cabinets 


THE COVER PICTURE this 
month may at first glance look 
like a scene from a_ suspense 
movie; actually it’s a serious Dusi- 
ness scene, and a scene that’s 
becoming more and more com- 
mon these days as an increasing 
number of businessmen aitend 
what are in effect classroom 
sessions in order to learn to do 
a better job. (See story, page 40.) 


Subscription: $4 a year in United States and in possessions, Canada, Mexico, Cuba, 
—— and South America. Other countries $9 a year. Single copies 45c; Yearbook 
Issue $1. Copyright 1956 by Andrew or t-McAllister, Inc.; all rights reserved. Also 
publisher of Geyer’s Dealer Topics, Who Makes It and Where, and The Gift and 
Art Buyer. Please give 60 days’ notification of any chan nge of your address. Re- 
entered as second class matter June 29, 1953, at the Post Office at New York, N. Y., 
under Act of March 3, 1879. 
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A flip of the switch... 


a press of the button... 


Auto-typist eliminates routine typing 
and dictation...by automation 


Auto-typist brings you office automa- 
tion! It’s the fastest, most accurate 
way to handle all repetitive corre- 
spondence . . . and it’s true that well 
over half of general office correspond- 
ence is routine, or follows a standard 
form. Sales letters, order acknowledg- 
ments, answers to inquiries, collection 
letters, just to name a few, can be 
handled efficiently and economically 
by Auto-typist. Any one of your girls 
can turn out 125 letters a day with an 
Auto-typist—3 to 4 times normal man- 
ual typing output. Any standard office 
typewriter can be converted into an 
automatic typing machine—and one 
average typist can operate as many as 
four Auto-typists. 

How Auto-typist works . . . Care-~ 
fully prepared letters or paragraphs 
are perforated on a paper roll which 
operates the typewriter keys . . . simi- 
lar to a player-piano roll. Twenty or 


AMERICAN AUTOMATIC TYPEWRITER COMPANY + 2323 NORTH PULASKI ROAD + CHICAGO 39, ILLINOIS 


thirty complete letters can be in- 
cluded, or a series of paragraphs 
which can be combined to make up 
many letters. 

Salutations are manually typed, 
then, by merely pushing the num- 
bered button or buttons that corre- 
spond to the letter or paragraphs 
desired, Auto-typist automatically 
picks out the letter, or assembles the 
paragraphs in proper order, and types 
it perfectly! Manual insertions can 
also be made at any point desired. 

The Auto-typist method . . . the 
perfect push-button method of typing 
automatically . . . offers definite sav- 
ings to every cost-conscious organiza- 

tion. Write for free booklet. 


Auito-typist 


MANUFACTURERS OF AUTO-TYPIST, COPY-TYPIST AND CABLE-TYPIST 
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Todd inaugurates second 
check fraud survey 


More than 1,300 questionnaires are 
being mailed this month to police off- 
cials in cities and towns with popula- 
tions of 10,000 and more in the second 
nationwide check fraud survey con- 
ducted by The Todd Co., Rochester, 

The company, a leading manufac- 
turer of insured checks and check- 
protective equipment and a subsidiary 
of Burroughs Corp., believes its sur- 
veys are the only specific studies in 
this kind of fraud. A similar study 
in 1954 covered 98 police departments 
in cities of 40,000 population. It indi- 
cated, according to the company, that 
check fraud rapidly was becoming 
America’s Number One crime, in- 
creasing on an average of five per cent 
in one year in each of the cities tested. 
In spite of this indication, Todd found 
that there was no corresponding or 
noticeable increase in check handling 
precautions by the public. 

Although no precise figures on the 
total amount of check fraud _ losses 
are available, Todd reports, authorities 
estimate the loss at $400 to $500 mil- 
lion annually. 

The current survey will not only 
cover the anti-check fraud activities 
of police departments, but also will 
attempt to obtain data on the business 
fields most often victimized by forgers 
and other check artists. 

An analysis of the survey findings 
will be made available to all law en- 
forcement agencies and __ interested 
business and civic groups. 


IBM concentrates research 
in new laboratory 


An engineering laboratory, de- 
scribed as the world’s first to be de- 
voted exclusively to development of 
electric typewriters and related elec- 
tronic office equipment of advanced 
design, will be established in Lex- 
ington, Ky. this year by the Electric 
Typewriter Division of International 
Business Machines Corp. 

In announcing the project, Presi- 
dent Thomas J. Watson, Jr. said the 
decision to build the new laboratory 
in Lexington is in continuance with 
company plans to consolidate all 
phases of electric typewriter man- 
ufacturing in this area. All of the 
IBM Electric Typewriter Division’s 
development engineering _facilities 
now located in Kingston and Pough- 
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Tight Money”? 


If you’re a small manufacturer 


who’s feeling the pinch, here’s a way 


to ease your cash shortage from within 


TODAY most companies need additional 
funds to finance continuing growth. Yet 
current restrictions make it difficult for 
them to borrow on favorable terms. Is 
your company caught in this squeeze? 


If it is, the McBee Keysort Plant Control 
Plan offers a solution. 


First, look at your working capital. 
Chances are that a large portion is tied 
up in raw materials and work-in-process. 
If you could reduce these figures to a 
practical minimum — thus converting a 
greater part of working capital into cash 
— you would be able to finance more of 
your growth from within. 


THESE inventory reductions can be 
achieved by shortening the manufactur- 
ing cycle — moving production jobs 
through the plant on shorter schedules, 
regularly. For this, tight management 
control is essential. Yet accounting meth- 
ods which give management the on-time 
facts necessary for such control are too 
costly or too complex for most small to 
medium-sized plants. 


With one exception — Keysort. 


THE KEYSORT PLANT CONTROL PLAN is 
designed specifically for “small” plant 
operations. Through readily understood 
daily, weekly, and monthly reports on 
every phase of plant operation, men and 
machines are utilized full-time. Backlogs 
are cut to a minimum, frequently elimi- 
nated entirely. Overtime is limited to 
emergencies. 


THE RESULT? Production schedules, from 
order to completion date, are sharply re- 
duced. This means earlier shipments and 
collections. You tie up fewer dollars in 
work-in-process, can operate with a low- 
er investment in raw materials. Your 
cash position is immediately improved. 


THE FLEXIBILITY and results of the Key- 
sort Plant Control Plan are being proved 
daily in hundreds of plants, some with 
fewer than 100 employees. Learn how 
PCP can bring to your company the bene- 
fits of truly modern management control. 
Without disrupting present accounting 
methods. At remarkably low cost. 


The McBee man near you has a complete 
presentation which shows how it’s done. 
Phone him, or write us. 


000 % © 00%, 209% SO% cogee 
9° Cees ° 3 eee & 
coo S$ ee P08 S$ % Soa 


Punched-card accounting for any business 


Manufactured exclusively by The McBee Company, Athens, Ohio ¢ Division of Royal McBee Corporation 
Offices in principal cities « In Canada: The McBee Company, Ltd., 179 Bartley Drive, Toronto 16, Ontario 


For More Information From Advertisers Use Readers’ 


Inquiry Coupon on Last Page 7 


* 5 Wage a 


we 
eo 


: oe. % 
\ 
* e =: 
ia m ee 
ie: ia 
| | ee - 
S are bei 
if = 
is 
: | , a 
’ } a 
j x 
t | a 
” ibn’ 
| - 
4 
4 
yon 
; 
S | } , . 
s ge” 
| . a 
‘ “ : 
- Os 
| a 
ay é 
ae 
f ees 
| eo 
i iy 
* 
sf | a8 
<a ie 
d > . 
- | 4 
ic 
il 
i- 
le 7 
y a = * é 
h McBee $ e ‘ ES 
M i a ta | 
“ | a . 
ie - ~~ 
> > - 
Ss - 
-S "4 “a 
» | 
Be | 
f 
rs 7 
r Pp 
ee 4 . oe a * 2 eo ? ee 
yee ee i es y Giri F we eee ea ar ae 2 i ee et d G 
pee. F dt bac ae x a |», nnn TE + ae a OF an aa * d ms Nese ee. pre pire: “at ete aes + 


Costs 
less than 
a typewriter! 


PITNEY-BOWES 


dle)» 


Folding Machines 


Wonderful work-saver 


for any office! 


Work-saver, yes, and money-saver, too. For, it 
not only does away with the monotonous chore of 
hand-folding which nobody likes, butitalso greatly 
reduces the cost, which you will certainly like! 


What has to be folded? Form letters, state- 
ments, bulletins, advertising material? A little 
Model FH will do them all fast, accurately and 
cheaply. 

It costs less than a typewriter. It is small, simple 
to operate, anyone can easily use it. To set it for 
any job, just move two knobs—and start folding! 


Electrically driven, with semi-automatic feed, 
it can make two folds at once...can double fold 
84 by 11 sheets up to 80 per minute. It is even 
faster with automatic feed (optional at small 
extra cost). 


The FH can make eight different folds, and 
handle papers of most all weights and finishes, 
and in sizes as small as 3 by 3 inches and as large 
as 8Y4 by 14 inches. It even folds sheets stapled 
together. 


For a demonstration, call or write your nearest 
Pitney-Bowes office. Or, send coupon for a free 
illustrated booklet. 


% 
The larger Model FM, fully 
automatic, folds up to 
19,000 sheets an hour. 


PitNeEY-Bowes, INC. 
> 2916 Walnut Street 
Stamford, Conn. 


Please send free Folding Machine booket to: 


Name 
Originators of the postage meter... Address 
Offices in 96 cities coast-to-coast. 
8 For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 
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keepsie, N. Y. will be moved into 
the new laboratory. 

The new two-story structure will 
contain 40,000 square feet of floor 
space and is scheduled for completion 
by July, 1957. The laboratory will 
be involved in a variety of projects 
including the advanced design of 
mechanisms, application of advanced 
digital computer techniques, and use 
of transistors and magnetic cores. 

Alfred A. Sadler, now manager of 
IBM Electric Typewriter Engineer- 
ing, will be in charge of the new 
laboratory. 


Wives help Pacific Mutual 
in computer changeover 


Wives of executives at Pacific Mu- 
tual Life Insurance Company in Los 
Angeles, recruited as temporary em- 
ployees in a move to speed conver- 
sion of the company’s insurance files 
to electronic record-keeping, have 
been learning firsthand about that 
“long hard day at the office.” The re- 
sult is “Project Helpmate,” whereby 
45 extra persons from among Pacific 
Mutual families and friends are hard 
at work carrying conventional pro- 
cedures, while regular workers help 
convert records of some 350,000 life 
insurance policies to the Univac data 
processor's memory. 

Need for temporary employees 
arose when, in the course of convert- 
ing to electronic record-keeping, it be- 
came necessary for the company to 
operate two independent “parallel” 
systems. One is the conventional rec- 
ord-keeping on paper; the other is on 
electronic tape. Until all records have 
been transferred to Univac and 
checked out for accuracy, both sys- 
tems will operate simultaneously. 

This dual operation will continue 
for another four months, and during 
this period the task force of wives 
will accompany husbands to the of- 
fice each morning. 


Pitney-Bowes inaugurates 
medical catastrophe plan 


A “major medical” health insur- 
ance plan providing up to $10,000 for 
a single illness or injury and a “life- 
time” maximum of $20,000 per em- 
ployee or dependent has been an- 
nounced by Pitney-Bowes, Inc., Stam- 
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Leading firms have made substantial savings with 
a separate “inside” telephone system of their own. 
This fact-filled booklet shows you exactly how. 

A P-A-X business telephone system is entirely 
independent of public (outside) phone service— 
thus sharply cuts the high cost of rented equip- 
ment. It’s 100% automatic—requires no operator. 
It handles “inside” calls in a split-second—keeps 
the regular switchboard always free for impor- 
tant outside calls. P-A-X is providing numerous 


EXECUTIVES... 


send for this timely booklet! 


other time- and money-saving advantages, too— 
throughout industry. 

Learn more about this proven way to trim 
costs. You can—quickly—because this helpful 
booklet is full of solid information. Write today 
for your free copy: Automatic Electric Sales 
Corporation, 1033 W. Van Buren Street, Chicago 
7, Illinois. Jn Canada: Automatic Electric Sales 
(Canada) Ltd., 185 Bartley Drive, Toronto. 
Offices in principal cities. 


f | P ‘A X business telephone systems 
AUTOMATIC <> ELECTRIC 


Originators of the dial telephone’+ Pioneers in automatic vont SS) 
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ee SILENT STEEL 


Ky 
Senet 


——— Steel top is under- 

coated and fully in- 

sulated by special sound 
absorbing compound .. . 


Machine feet, 
guide bars 

and retainers 
are cushioned 
top and bottom 
for no noise... 


Soft rubber 
casters and soft 
rubber feet (one adjustable). 

Will not mar floor. Firm fixed position .. . 
Smooth, silent portability . . . 


Only LUXCO Stands 


Offers so many ‘“‘No Noise” Guarantees 


eT AS 


B A D G E 34 7 as 


A Complete Line of Stands, Steel Chairs 
and Stools and a Deluxe Personal File. 


KING AT FRONT ST., LA GyOses, wis. 
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ford, following enrollment of almost 
95 per cent of its employees. 

Added to the company’s basic hos- 
pital and surgical expense provisions, 
the new medical “catastrophe” bene- 
fit gives company employees a pro- 
tection which Walter H. Wheeler, Jr., 
president, has described as “one of 
the finest programs of its kind in in- 
dustry.” With 2,343 of the 3,531 
employees covered also enrolled for 
family as well as personal benefits, the 
new plan protects an estimated 5,857 
dependents. 

The new plan is offered at low 
group rates with the company paying 
about half the cost. Added “major 
medical” protection provides for pay- 
ment of three-quarters of all medical 
expenses that exceed other group 
benefits by $100 (or one per cent of 
annual earnings, if larger) up to 
$10,000 for any one medical expense 
period, with a maximum of $20,000 
for all injuries or illnesses of a cov- 
ered individual. (SEE ALSO: Pic- 
ture on page 51.) 


1956 pay advances outstrip 
fringe benefits increase 


Granting of pay advances in 1956 
outstripped gains in fringe benefits by 
clerical workers, according to prelim- 
inary figures released by the National 
Office Management Association in 
conjunction with its 1956 Office Fringe 
Benefits Survey. In 1956, 59 per cent 
of companies surveyed granted gen- 
eral pay advances, as compared with 
25 per cent in 1948. 

Substantial increases are reported, 
too, in severance payments, 
plans, cash awards, 
insurance plans, 


pension 


and group life 


These findings follow a survey of 
5,000 U. S. companies with personnel 
holding membership in the association. 
Sizes of the companies range from 
less than ten to more than 5,000 office 
workers. Highest proportion (30 per 
cent) of companies covered lie in the 
range of 26 to 100 employees. Thirty- 
four per cent of the companies are 
engaged in manufacturing. 

The association’s 1948 survey pro- 
vides comparative trend data for an 
eight year span on 22 separate bene- 
fits under the general classifications 
of Insurance, Monetary and Leave 
Type benefits for office clerical work- 
ers. 

The 1956 study shows more than 
90 per cent of all U. S. companies 
now have hospitalization plans, med- 
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ical and/or surgical insurance plans 
for clerical employees. In one-third 
of the companies, all premiums for 
these types of insurance are paid by 
the companies; in one out of four, 
premiums are paid by employees. 
Largest gains in the insurance type 
of fringe benefits are reported in pen- 
sion plans; sixty-six per cent of com- 
panies now feature such plans, as 
compared with 53 per cent in 1948, 
Now 60 per cent have health and 
accident insurance plans and 84 per 
cent have group life insurance plans, 
representing an increase from 56 and 
77 per cent of companies eight years 
ago. 

Monetary type benefits remain less 
prevalent than other types. Twenty- 
six per cent of the companies, how- 
ever, pay cash awards for employee 
suggestions; in 1948 this figure was 
17 per cent. Companies providing a 
guaranteed annual wage now stand 
at nine per cent, and those having 
profit-sharing plans at 19 per cent. 
In 1948, percentages were seven and 
22 per cent, respectively. Now 39 per 
cent offer funds to further employee 
education. 


Payments for voluntary severance 
have almost doubled from nine per 
cent in 1948 to 17 per cent in 1956. 
Involuntary severance payments like- 
wise have increased, from 49 per cent 
to 63 per cent. 


Most popular of fringe benefits, the 
survey continues, are vacation leaves. 
In 1956, 99 per cent of companies 
provided for vacations, representing 
an eight-year increase of one per cent. 
Of this total percentage, 80 per cent 
grant one-week vacations; 95 per cent, 
two weeks; 66 per cent, three weeks, 
and 21 per cent grant vacations of 
four weeks or one month. In 86 per 
cent of companies granting four weeks 
or one month, the employee must have 
accrued more than 15 years service. 


Stock purchase plans have doubled 
in number, from six per cent in 1948 
to the present 12 per cent. Unioniza- 
tion of clerical office workers remains 
at about the same level as in 1948. 
Approximately five per cent of major 
companies in the U. S. now have 
unionized offices. 


Results of the NOMA survey are 
available in booklet form to business 
and industry. For analytical purposes, 
findings are given in text and tables, 
separated by geographical area, type of 
business, size of office and unioniza- 
tion status. 


OFFICE MANAGEMENT 


“ 


Ke m . oe Be) — 7 * » Se ee 7 a +... pf — en Se Lay iar . = dh ae. s 7) Sa fae. ae a > te * J 
Ps ° as 
St + 
wen J m 
up y 
ee a 
Oe Ex by, 
» = ot » 
vy . is ib 
Y : Con 187 ez 
ma 74 
Zi Z r oe 
a Hie. . " 
“ie 2 : oo 
7 ¥; 3 . . : q ‘i 
ee | Typewriter & Business Machine Stands 
Oe i 
ee ° | 2 
o eng ce *" 
- af wi | yen 
. : | — | SILENT MOBILITY Bases 
"i pee a 
ee ’ : 
teat. wo te - 
oe — + 
we es 0” » 
ee | > 
— ee } 
A > at 
=. 
“ers 
: ae | 
Poe. ee t 
pal gre ? 
ie = | 
. j mm 
et 
as a 3 a ——- oad ae aE ow ra is a . sie ews. z ae A vig ee ee ees ‘ ‘ en oa 
ae £2. ie : ee ae COSTE AA ale 
olf ee a ae. ee oo cS ae ae ce ee RN | SE ms 


atl Dene ee 


Shown above is Smead’s No. VLP-1611. 


* at the Office and in the Home 


THESE SMARTLY DESIGNED 


AND QUALITY BUILT PORTFOLIOS 


HAVE MANY USES... 


“A carrying case” for under the arm use made of hand 
rubbed pure vinyl and available in rodeo design or pigskin 
grain. Equipped with the new noiseless Talon plastic zipper 
... there is nothing to catch or tear. Contents protected from 
moisture and dust. Just right for carrying papers and records 
... the perfect gift for the man “on the go.” Just as appre- 
ciated by Mrs. Housewife for carrying church records, club 
records, notes, memorandums, small packages, etc. 


Ask your stationer to show them to you. 


| saad MANUFACTURING CO. INC. 


HASTINGS, MINNESOTA 


Also available in tan rodeo pattern No. VL-1611. 


Cocurity 


with Economy) - 


ii a x 
yo kis Vat yes 


Size approx. 16x11. 
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This new 1% inch expansion carrying case 
is equipped with Glyd-Loc fastener. Perfect 
for carrying an extra shirt, a razor, many 
records, papers, etc. Ask for Smead's size 
15 x 10 No. VL-445, size 11 x 5 No, VL-442, 
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| THE Smead “MANUFACTURING CO.,1NC,-HASTINGS, MINNESOTA |p 


“IT GROWS AS NEEDED” VW 


*ILLUSTRATED 
THE ALPHABET- 
ICAL WAY. READS 
LIKE A BOOK 
LEFT TO RIGHT. 


TELL-I-VISION SYSTEMS 


FILES CORRESPONDENCE 5 WAYS 
1. ALPHABETICALLY 


2. NUMERICALLY 

3. GEOGRAPHICALLY 
4. CHRONOLOGICALLY 
5. OR BY SUBJECT 


Let us discuss your filing problems with you. 
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Electronic ‘brains’ spur 
need for human variety 


The electronic brain, instead of 
displacing its human _ counterpart, 
actually is placing a premium on 
personal ability as business moves into 
the new era of automation, declared 
Miss Mary Kerr, personnel manager 
of Pacific Mutual Life Insurance 
Company, in addressing recently the 
Delta Pi Epsilon honorary graduate 
fraternity in Pasadena, Calif. 

Using facts from her company’s 
own experience to emphasize that in 
the coming age of automation office 
personnel will have to be selected 
“strictly on the basis of brains,” Miss 
Kerr declared that high school stu- 
dents, as well as the college trained, 
will have a definite place in tomor- 
row’s automated world — “but only 
when they have a thorough basic 
schooling in the 3R’s.” 


IBM introduces purchase, 
lease-purchase plans 


International Business Machines 
Corp. has announced it will offer its 
electric accounting machines and elec- 
tronic data processing machines under 
two new marketing plans. 


In accordance with terms of a con- 
sent judgment entered into last Jan- 
uary between IBM and the Depart- 
ment of Justice, new machines of 
types currently being manufactured 
and generally offered for lease also 
will be offered for outright purchase. 
The company also will offer them un- 
der a lease-purchase option plan. 

The company began accepting con- 
tracts for purchase, or for two-year 
lease-purchase options, in December 
for new machines to be delivered 
after January 1. This includes the 
entire line of punched card equip- 
ment, bank proof and test scoring 
machines, computers of all sizes and 
recently-announced machines such as 
305 RAMAC and 650 RAMAC. 


The company also has announced 
that it has offered to sell for a limited 
period machines now installed or 
those soon to be installed. At the 
Same time, for machines purchased 
rather than leased the company an- 
nounced that it will offer mainten- 
ance service on a contract basis. 

Machines will be sold either on 
30-day terms or, at the customer’s 
option, IBM _ will provide credit 
terms. Machines purchased from IBM 
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may be traded in by the purchaser 
on future purchase of other machines 
in accordance with trade-in schedules 
and terms effective at the time of 
trade-in. 


Purchasers of electric accounting 
machines or electronic data processing 
machines may secure maintenance 
service from IBM either at a flat-rate 
price under a maintenance agreement 
or on a time-and-material basis. Pur- 
chasers also may service their own 
equipment or secure service from in- 
dependent maintenance and_ repair 
organizations. IBM will continue to 
supply the same type of sales, techni- 
cal and educational services to all cus- 
tomers, regardless of whether they 
purchase equipment or lease it. 

The plan under which installed 
machines are offered for sale will be 
in effect until July 25, 1958. After 
this date, only new machines will be 
offered for sale. 


In Short— 


Three companies cooperate in 
developing xerographic devices 

A cross-licensing agreement where- 
by Stromberg-Carlson, a division of 
General Dynamics Corp., and The 
Haloid Company, both of Rochester, 
and Horizons, Inc., Princeton and 
Cleveland research institution, will 
cooperate in developing xerographic 
printing devices for electronic com- 
puters has been announced jointly by 
Robert C. Tait, president of Strom- 
berg-Carlson, and Joseph C. Wilson, 
president of Haloid. 

Prime purpose of the arrangement, 
the announcement continued, is to 
provide the computer field with equip- 
ment capable of creating and printing 
images at the high-speed rates elec- 
tronic “brains” require. 


MONY provides new comprehensive 
medical expense coverage plan 

Almost 90 percent of Mutual of 
New York’s salaried employees, at 
both home and agency offices, are par- 
ticipating in a new contributory com- 
prehensive medical expense plan re- 
cently inaugurated, the company has 
announced. 

The plan provides an employee, 


(To page 15) 


Attend Mid-America’s 
famous 


CHICAGO SEMINAR 
March 11 to 14 
Conrad Hilton Hotel 
Chicago 


13 top-name (practical minded) ex- 
perts will give you proven ideas— 
ideas geared for immediate use to 
solve these high cost office 
problems: 


@ High labor turnover 

@ Hit and miss hiring practices 
© Ineffective training 

@ Low morale—low productivity 
@ Voluminous record systems 

@ Faulty communication 


@ Careless supervision 


The 15th Annual CHICAGO 
SEMINAR is co-sponsored by the 
Chicago Chapter of the National 
Office Management Association and 
Northwestern University, and is 
also held concurrently with the 
BUSINESS SHOW — a gigantic 
display of all the latest office equip- 
ment and electronic office machines. 


c------Ceerreee 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 


Clip and mail to OMAC, Dept. OM 
105 West Madison St., Chicago 2, Ill. 


I want to reduce office costs! Please 
send me details of the Chicago Semi- 
nar and Business Show. 


Name 


Address 
City State 


Company. 
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Advantages for 
ADVERTISERS in the 
Office Management 
YEARBOOK 


A Directory Catalog. The OFFICE 
MANAGEMENT Yearbook, as the 
annual review of technical advances, 
new machinery and equipment .. . 
comprises a solid directory catalog 
and efficient buying guide for manage- 
ment executives . . . a basic selling 
tool for advertisers. 


Long Life for Advertising Message. 
Naturally the information and service 
rendered by the Yearbook is geared 
for use throughout the year. Whenever 
and wherever referred to, your message 
and catalog information will be there 
to tell your story. 

Extra Reader Interest. Published in 
March for reference throughout the 
entire year, the Yearbook information 
achieves a reader use and reader in- 
terest of unique long-range value. 


Extra Circulation, The OFFICE MAN- 
AGEMENT Yearbook issue (and your 
advertising message) will have the 
largest circulation of the year... the 
regular 24,000 subscribers, plus an 
additional bonus of 6,000 copies to 
meet the special demand for this once- 
a-year reference book. 

No Increase In Rates. With all these 
plus values, there will be no increase 
in rates for advertising in the Yearbook. 
Your contract rates apply. 

Dynamic . . . Expanding Influence. 
The irfluence of OFFICE MANAGE- 
MENT in America's large office field is 
dramatically demonstrated by its un- 
paralleled growth and acceptance. Its 
paid circulation has grown from 11,000 
in September 1953 to 15,000 in Septem- 
ber 1954, to 21,000 in September 1955, 
to 24,000 in November 1956... and 
is still growing! 


CLOSING DATE 
JANUARY 15, 1957 
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THE ORIGINAL 
... THE ONLY 


YEARBOOK 


OF THE | 
OFFICE MARKET 


NOW IN PREPARATION ... THE 1957 EDITION 


OFFICE MANAGEMENT’S editors are now hard at work gather- 
ing the material and putting together the new 1957 Yearbook. It 
is still the first and only reference work of its kind in the office 
field—published originally as a mandate from office management 
exeuctives concerned with office administration —and since, 
acclaimed by their leaders everywhere. 

The YEARBOOK serves to interpret the revolutionary changes 
that are taking place in office techniques; to present the vast 
number of new types of machines and equipment and to bring 
coordinated catalog-type information in handy-form for use in 
America’s substantial offices. 


USED ALL YEAR— 
FOR VITAL DATA 


The entire YEARBOOK is sectionalized to enable the user to 
locate the specific information he wants, immediately. Here are 
the classifications where readers can select the needed informatior 
for effective office operation: 


e Trends in Automation and ~~ e Tools of the Office—Survey 
Integrated Data Processing of Machine Developments 

e Systems Design, Forms Re- ° Directory of Manufacturers 
vision and Simplification P a a 

e New Developments in Office 


Layout and Furnishing . a ee one 


e Directory of Manufacturers Office of the Year Awards 
of Office Furniture and Fur- ® Preview of 1957 Calendar of 
nishings Events 


Be sure to include the YEARBOOK in your 1957 Schedule for 
Office Management. Phone, wire or write to reserve your space. 
Do it now for choicest positions. 


1957 OFFICE MANAGEMENT 


YEARBOOK 


(Published in March—as a 13th issue) 
Published by GEYER-McALLISTER PUBLICATIONS—Publishers since 1877 
212 Fifth Avenue, New York 10, N. Y. e MUrray Hill 9-4411 
OFFICE MANAGEMENT 
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spouse and children with benefits up 
to $7,500 per person for hospital, ma- 
ternity, surgical and general medical 
expenses. The plan covers expenses 
in or out of the hospital; choice of 
doctor and hospital is made by the 
employee. 

Cost of the plan is shared equally 
by MONY and the employee. 


George Fry & Associates forms 
international corporation 

The formation of George Fry & 
Associates International, Ltd., to 
render world-wide management con- 
sulting services to Canadian, Euro- 
pean, Middle Eastern, and Far East- 
ern business and industry, has been 
announced by William J. Biehl, presi- 
dent of George Fry & Associates, the 
Chicago-New York-Los Angeles man- 
agement consulting organization. 

Coordinating headquarters for the 
new overseas operation will be main- 
tained in New York. Hans P. Treu- 
enfels of Norwalk, Conn., manage- 
ment specialist in business organiza- 
tion for the past 14 years, has joined 
the new international corporation as 
vice president and general manager. 
He also will serve as the firm’s oper- 
ating head in Europe. 


Raymond Spilman moves to new, 
larger quarters in New York 


Raymond Spilman, industrial de- 
signer, has announced the removal of 
his offices from 270 Park Avenue, 
New York to larger quarters at 120 
East 56th Street. 


IBM announces monthly 
charge adjustments 


Price adjustments in monthly 
charges for electric accounting and 
electronic data processing machines, 
scheduled for March 1, have been 
announced by International Business 
Machines Corp. 

The changes, involving both in- 
creases and decreases, are selective 
and will affect only one-third of the 
machine types in the IBM line that 
includes equipment ranging from 
punched card accounting machines to 
large-scale computers. Net effect of 
all changes, IBM reported, will be 
an increase in total gross rentals 
from presently installed machines by 
an overall average of about three and 
one-half per cent. 

IBM explained the rental price 
adjustments, under consideration for 
some time, are necessary to meet in- 
creased costs. 
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put your business messages 
on Hammermill Mimeo-Bond 


ETTER attention for your sales letters, 
B news releases, whatever you mimeo- 
graph, will come naturally when they’re 
bright, clean, easy to read. 

Clean, easy-to-read mimeographed 
messages start with a paper that’s made 
for stencil duplicating work. Hammermill 
Mimeo-Bond. It’s now brighter and 
more opaque to give your messages more 
visual contrast, more eye appeal. The 
new, firmer surface resists linting—even 
at high running speeds. And, you can 
get up to 2000 readable copies from a 
single stencil. 

Colorful printed headings add appeal 
to your messages. Here, too, Hammermill 
Mimeo-Bond is a star performer—takes 
beautiful printing, letterpress or offset. 

Hammermill Mimeo-Bond contains 
Neutracel®— the exclusive Hammermill 
pulp that brings to fine papers the special 
qualities that nature grows in northern 
hardwoods. You get better looking copies 


because Neutracel blends with other 
quality pulps to give Hammermill 
Mimeo-Bond a more uniform surface, a 
clearer, more attractive sheet formation. 
And Hammermill Mimeo-Bond still has 
the unique “‘air-cushion” surface that 
minimizes messy looking set-off on the 
back of your copies—one of the reasons 
it’s a favorite among thousands of stencil 
duplicating operators. 
FOR SHORTER RUNS choose new, brighter 
Hammermill Duplicator paper. Provides 
outstandingly brilliant short run copies 
—gives up to 200 readable copies from 
a single master. Made especially for 
spirit or Azograph equipment. 
Hammermill Mimeo-Bond and 
Hammermill Duplicator will fit your. 
color Signal System. Their colors match 
corresponding colors of Hammermill 
Bond and Hammermill Bond Envelopes. 
Hammermill Paper Company, Erie, 
Pennsylvania. 


H A M M E. R M | LL FOR BETTER COPIES FROM 


DUPLICATING PAPERS 


OFFICE DUPLICATORS 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 16 
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Got the Year End Filing BLUES? 


Start the New Year Right with Th 
New STEEL AGE File Selector! 


Most filing headaches are caused by trying to keep a/l of your records 
in one or two types of files. Today, you can buy popular Steel Age 
Grade “A” Files in quality-crafted styles especially designed to efh- 
ciently accommodate every office form from index cards and legal 
documents to microfilm and checks. The saving in space, work and 
money will amaze you! Your Steel Age Dealer has good selections of 
1957 Steel Age Grade “‘A”’ Files now. Visit him soon . . . and in the 
meantime, send for your free copy of the new Steel Age File Selector. 


, > Corry-Jamestown Mfg. Corp. 
ee, e * Dept. A-5, Corry, Pa. 
abil ; Please send me a free copy of your new 

* File S i igation. 

CORRY-JAMESTOWN : ile Selector, without obligation 
MFG. CORP., CORRY, PA. : Nome 

Branch Offices: - Compeny 

Atlanta + Boston + Chicago : Street 

Dallas + Detroit * NewYork < City State 


ee 7 I PD nde cn ednnesesecgnnceeesenseace 
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Conference planned for businesses 
using Federal statistics 

Plans to establish a continuing Fed- 
eral Statistics Users’ Conference to 
work with governmental agencies and 
Congress in developing and utilizing 
a long-range program of statistical in- 
formation for mutual use has been 
announced by an organizing commit- 
tee representing business, labor, agri- 
culture and professional research and 
educational groups. 

The conference is planned as non- 
profit and non-governmental and will 
maintain headquarters in Washington. 
According to the 30-member organiz- 
ing committee, the conference will 
provide a research, educational and 
service organization for participation 
by all non-governmental users of Fed- 
eral statistics. At the initial meeting 
held recently in Washington, Ralph 
J. Watkins of Dun and Bradstreet, 
Inc. served as acting chairman. 


Remington Rand releases film 
on typewriters in business 

A film, described as the first and 
only motion picture ever produced on 
the “many important uses and adapta- 
tions of today’s versatile typewriter,” 
has been released by Remington 
Rand Division of Sperry Rand Corp. 

Demonstrating the purposes of ma- 
jor typewriter devices, attachments, 
keyboards and other variations, the 
film covers studies of every major use 
of electric, manual and __ noiseless 
typing. 

The film is available, without 
charge, to business firms, government 
agencies, schools and other organiza- 
tions upon request. Running time of 
this black-and-white sound film is 20 


minutes. 


Scheer keynotes opening session of 
Industrial Management Institute 

Wilbert E. Scheer, personnel director 
for Blue Cross-Blue Shield, Chicago, 
served as keynote speaker at the recent 
Industrial Management Institute con- 
ducted in Madison by the University 
of Wisconsin. 

Following his address, Mr. Scheer 
led an informal discussion on man- 
agement responsibilities, considering 
in particular the manager’s responsi- 
bility to top executives, to other de- 
partments, to employees and to the 
public. 

Theme of the conference, attended 
by University faculty and Wisconsin 
industrialists, was “Management of 


the Small Office.” 
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CORPORATION 


8700 Bellanca Avenue 
Los Angeles 45, Calif. 


Dept. D 
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Single-handed, with an Electronic Pen, you can wipe out costly, * 
complicated, cumbersome business systems and procedures. % 
ELECTRONIC LONGHAND delivers handwritten messages, accurately, in be 
one-millionth of a second...to one or many places, in your building or 
miles away. Work smarter, not harder...use TelAutograph’s 
Telescriber System of ELECTRONIC LONGHAND. ae 
2 
* . : ee 
Dept. D = 
Ges Sr / I want to WORK SMARTER, NOT HARDER. Mail literature i 
| on Cleland 
| “a 
| NAME POSITION 
; 
COMPANY ‘ 
‘ot 
STREET CITY st 
COUNTY STATE 
* rademork Reg. U.S. Pot. Off. TYPE OF BUSINESS. hie 
: ©56 Telltutograph CORP. | 
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pr ee 


now KEROGRAPHY 


saves 3,000 man-hours per year 
for MEAD JOHNSON & COMPANY 


EDS 
PAPERWORK 


16,000 offset paper 


masters 


year — 


_ prepar d by 


_ XEROGRAPHY 


> —— : A paper master and 
———— — oe 20 copies now made 
: > in 4 minutes! 


Mead Johnson & Company, Inc., Evansville, Indiana, 
nationally known manufacturer of more than 150 nu- 
tritional and pharmaceutical products, was founded 56 
years ago and now employs 1400 employees in its 
Evansville, Indiana, and Zeeland, Michigan, plants. 
Other subsidiaries are located in Canada and Mexico. 

This progressive company uses a large volume of 
paperwork to conduct its vast operations. This includes 
interoffice memos, marketing reports, sales reports, 
pages and changes for company operating manual, 
library reading list for Research Department, labora- 
tory report forms. 

Company officials report that since XeroX® copying 
equipment was installed to prepare offset paper masters 
by xerography, its duplicating activities have been 
speeded, errors have been virtually eliminated, and the 
company saved an estimated 3,000 man-hours a vear. 


Anything written, printed, typed or drawn can be quickly copied 

by xerography onto masters for duplicating. Copies in the 

same, enlarged, or reduced size can be made from one or both 

sides of the original material, by this dry, photo-exact, electro- 
a i static copying process. New developments make 
xerography the one, all-purpose, fast and eco- 
nomical process for copying onto different types 
of masters for duplicating. 


THE HALOID COMPANY 
57-79X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 


{ ZE-ROG-RA-FEE} 


DO YOU KNOW... 


Xerography copies onto 
Paper masters and 
metal plates for 


OFFSET 
Duplicating 


Copies onto 
translucent inter- 
mediates for 


DIAZO 
Printing 


Copies onto 
masters for 
SPIRIT 


(and other fluid-type) 
duplicating 


Copies 
HALFTONE 
& LINE 


subjects onto paper 
masters for offset 
duplicating 


UP TO 
EIGHT 
COPIES 
including a paper 
master or translucent 
intermediate can be 
made from one xero- 
graphic exposure 


WRITE for ‘“‘proof of performance”’ folders showing how xerography is saving 
time and thousands of dollars for companies of all kinds, large and small. 


The fastest, cheapest, most versatile way to make masters for duplicating 
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Office firms merge, expand; 
others announce moves 


Pitney-Bowes, Inc. 


Approximately 260,000 square feet 
of floor space will be added to existing 
main buildings of Pitney-Bowes, Inc., 
Stamford, Conn., upon completion in 
early 1958 of the company’s latest 
plant and office expansion program. 

Excavations for footings already are 
underway for a new one and one-half 
story building to house polishing, 
plating, painting and heat-treating 
operations, plus powder metal parts 
production. Another building, a three- 
story extension, will house manufac- 
turing, engineering and office opera- 
tions, and consolidate work presently 
assigned to outlying locations. Vuono 
Construction Co., Stamford, has been 
awarded the contract for general con- 
struction work. 

The new construction — represents 
Pitney-Bowes’ third major expansion 
of plant and office facilities since World 
War II. 


Russell Kelly Office Service, Inc. 


New branch offices of Russell Kelly 
Office Service, Inc. have been opened 
recently in eight major cities, accord- 
ing to President Russell Kelly. Cities 


chosen include Atlanta, Charleston, 
W. Va., Denver, Erie, Hackensack, 
Knoxville, Minneapolis and Rich- 
mond. 


The new branches bring to 55 the 
total number of Kelly offices located 
throughout the nation, Mr. Kelly re- 
ported. Headquarters is in Detroit. 


Monsanto Chemical Co. 


A series of buildings to serve as 

new home offices in St. Louis for 
| Monsanto Chemical Co. is scheduled 
| for occupancy late this year. 
| The project, located in suburban 
Rolling Hills, will begin with three 
almost identical office buildings and 
‘one executive and one utility build- 
| ing. The three principal office build- 
ings each will contain three stories, 
while the remaining two will be of 
one-floor design. 

Construction of the new office cen- 
ter has been planned around the func- 
tions which each unit will handle. 
The buildings will be grouped for 
effective use of the rolling terrain on 
the 252-acre tract, and at the same 
time to allow for future expansion. 
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Announcing 


arate 


PAT. PENDING 


designed especially for records in constant use 


“They cannot tell a lie” 


because they stay where you put them 


“4 tach. , 


COLORS Easy ie 


Light Red Light Green Pink 
Dark Red Dark Green Brown 


ee ee ae 


Light Blue Lemon White 
Dark Blue Orange Black 
PACKING 
100 of a color to the box 
20 of a color to the box — 
ANGLE ON SLIDE SIDEWAYS 
CARDS READILY SLOTTED BY— /t locks in Place 
eee 


Graffco Slot Punch, Cat. #475S 
(makes single slots) 
or 


Punch Head, Cat. #H-299 for Hummer Punches 
(one slot per head; punch capacity, 11 heads) 


FREE “SAMPLE CARD” 


Write today for a Graf-Lok 
Sample Card. The _ signal 
itself is locked in place on 
the slotted card just as it 
would be on your records. 
You can remove and attach 
the signal yourself and see 
just how it LOCKS in place. 


ee _ 
w SO 


— — en 


Available Through Your Stationer sade dieaiiaiegn jaan et 
Manufactured by 


GEORGE B. GRAFF COMPANY 54 Washburn Avenue Cambridge 40, Mass. 
Makers of Graffco Nu-Vise, Nu-Viz, Cellugraf, Crimpgraf Signals and Maptacks. 


~ 
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for any office 


large or small... 


GUNA DIVIDER -WALL 
pays off beautifully 


New HAUSERMAN Divider-Wall creates attractive, individual 
work units that can bring efficient order to sprawling 


eee eens 
e* ee 


20 


* THE E.F. HAUSERMAN COMPANY 


7117 Grant Avenue, Cleveland 5, Ohio 
Hauserman of Canada, Ltd., Toronto, Ontario 

Please send your free full-color Divider-Wall 
booklet to: 


Name 

Company Title 
Street 

City Zone State 


general-office areas. Easy to erect or rearrange quickly, 
Divider-Wall defines department areas, establishes traffic 
lanes and screens employees from annoying distractions. 


With Divider-Wall standard colors—green, gray and tan, 
in addition to coral for gates—two dozen striking combi- 
nations of gate, panel and post colors are possible. And it’s 
permanent color, too. The HAUSERMAN baked-enamel finish 
mever needs repainting ... just periodic washing. 


To see Divider-Wall first hand, consult the Yellow Pages and 
call your nearest HAUSERMAN representative. He will gladly 
arrange for you to visit a nearby Divider-Wall installation. 


MOVABLE HAUSERMAN INTERIORS 


National Lifetime Service...an Exclusive Hauserman Dividend 


Free Booklets 


oe 
oases? 
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Books and Pamphlets 


Appraising the Economics of Elec- 
tronic Computers, a handbook issued 
by Controllership Foundation, Inc., 
the research arm of the Controllers 
Institute of America, and prepared by 
Peat, Marwick, Mitchell & Co. A 
guide for companies in deciding 
whether the installation of an elec- 
tronic computer is feasible, and in- 
cluding studies and applications to 
indicate savings in clerical costs, this 
new handbook offers advice to com- 
panies which plan to install computer 
equipment. Warning that an unsound 
application can be costly, the study 
declares that—‘“on the other hand, 
unwarranted caution can deny a com- 
pany a major instrument of competi- 
tive and financial leverage.” The 
study then proceeds to underscore 
the many intangible benefits which 
accrue from use of electronic com- 
puters, as well as to compare various 
computer systems to determine which 
is, and under which circumstances, 
the most economical. Other factors 
influencing the final decisions of 
“computer teams” organized to pro- 
vide management with necessary ad- 
vance information regarding possible 
installation are included in detail. 
The Controllership Foundation, Inc., 
2 Park Ave., New York 16. Price, $4. 


People in the News 


James F. Davenport has been elected 
executive vice president of Southern 
California Edison Co., Los Angeles. 

Clarence Francis has been elected to 
the board of directors, Smith-Corona, 
Inc., Syracuse. Mr. Francis is currently 
chairman of the government’s Intra- 
Agency Committee for Agricultural 
Surplus Disposal, having been named 
to this post by President Eisenhower 
in 1954. 

Barton ]. Stone has been elected 
vice president, International Division, 
Addressograph - Multigraph -Corp., 
Cleveland. 

Henry W. Trimble, Jr. has been 
elected secretary of International Bus- 
iness Machines Corp., New York. He 
succeeds Fred H. Fick, appointed 
counsel to the newly-created IBM 
Data Processing Division. 
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MACEY COLLATOR: 


automation that pays for itself! 


The Macey Collator stacks up quite a convincing 
argument for automatic sheet gathering! One oper- 
ator and an 8-station Macey collated all the sheets 
on the right in an 8-hour day at average running 
speeds of 24,000 sheets per hour. Trained girl on 
the left manually collated her day’s production at 
steady average speeds, too, but then she has only 
two hands! 

Fast? Efficient? You bet! Sound investment? 
Macey Collators have paid for themselves in as 
little as 7% months*. Helps with the personnel 
problem, too, by freeing trained employees from 
the drudgery of hand collating for other jobs. 


Versatile, fast changeover accommodates every- 
thing from onionskin to 4%”’ cardboard. Automatic 


detectors insure 100% accurate sets. Your choice of 
16 models, handling sheet sizes from 2x 5” to14x 24”. 


See the Macey in action soon! Call your 
nearby Harris-Seybold sales repre- 
sentative or write Harris-Seybold, 
4510 E. 71st St., Cleveland 5, Ohio. 


*Send for free Case History Folder of detailed facts 
and figures on representative Collator installations. 


ARES IS-SEYBOLD 
| COMPANY | 4510 East 71st Street * Cleveland 5, Ohio 
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enjoy unparalleled Al 


EASE OF OPERATION : 


on the world's fastest electric m 


Smith-Corona’s exclusive “Keyboard Slope” 


quumyp 
_ 
— 


slants the keys to fit the natural movements F 
of your fingers. That, plus the fact that rs 
there are more operating controls in the 4 
keyboard area than on any other electric, 
makes the Smith-Corona the easiest, = 
fastest electric ever devised. It also has a 

the quietest operation of any electric. . 

Why not see and try it for yourself? You ‘ 
can arrange an eye-opening ten minute 
demonstration in your own office by calling ; 
your local Smith-Corona representative. j S 

: ee. 

I 

! 

t 

_ 


(ts SMITH-CORONA ELECTRIC | 


® best business connection you ever made 
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Coming Events 


AMA Conference on Commercializing 
Research Results. New York, Janu- 
ary 10-11. 

Sponsor: American Management Asso- 
ciation. Place: Hotel Roosevelt. 


Symposium on Engineering Manage- 
ment. New York, January 11. 
Sponsor: New York Section, Institute 
of Radio Engineers. Place: Engineer- 
ing Societies Building. 


IMA Conference on Case Studies in 
Foreign Operations. New York, Janu- 
ary 16-18. 

Sponsor: International 
Association. 


Management 
Place: Hotel Roosevelt. 


Sixth West Coast General Manage- 
ment Conference. Los Angeles, Janu- 
ary 28-31. 

Sponsor; American Management Asso- 
ciation. Place: Hotel Statler. 


Executive Conference on Organizing 
and Managing Information. Chicago, 
February 1. 

Sponsor: University College of The 
University of Chicago. Place: Palmer 
House. 


AMA Special Conference on Managing 
the Atom. New York, February 7-8. 
Sponsor: American Management .Asso- 
ciation. Place: Statler Hotel. 


AMA Mid-Winter Personnel Confer- 
ence. Chicago, February 13-15. 
Sponsor: American Management Asso- 
ciation. Place: Palmer House. 


Southern California Business Show. 
Los Angeles, February 19-22. 
Sponsor: National Association of Cost 
Accountants. Place: The Ambassador 
Hotel. 


AMA Electronics Conference. New 
York, February 25-27. 

Sponsor: American Management <As- 
sociation. Place: Hotel Statler. 


Special Insurance Conference on Em- 
ployee Benefits. Chicago, March 11- 
12. 

Sponsor: American Management As- 
sociation. Place: Palmer House. 


OMAC Business Show and Seminar. 
Chicago, March 11-14. 

Sponsor: Office Management Associa- 
tion of Chicago. Place: Conrad Hilton 
Hotel. 

AMA Conference on Research and 
Product Development in Medium and 
Small Companies. Chicago, March 
25-27. 


JANUARY 1957 


NEW YEAR'S being the tradi- 
tional time to make predictions, we 
feel that some move in that direc- 
tion should be made from this 
corner. We could view with alarm, 
or perhaps point with pride, in the 
best traditions of editorial seers, but 
this time we'd like to vary the diet, 
and outline views that are, frankly, 
just hunches, rather than anything 
worthy of that weighty word, “pre- 
diction.” 

WE think there’s going to a sharp 
diminishment of the double stand- 
ard that has so often prevailed in 
American business in the past, in 
which men were automatically pro- 
moted into the better jobs while 
women were just as automatically 
limited by a ceiling beyond which 
they could not rise. We are fully 
aware of earlier marriages, and 
larger families, and the effect these 
are having on the clerical shortage. 
But we think no one can ignore 
the fact that the office is under- 
going a radical transformation, a 
which places a 
premium on brains rather than 
precedent. The race will be increas- 


transformation 


ingly to the swift; ability, ingenu- 
ity, and initiative will be more in 
demand before. We 


question whether these are such 


than ever 


common qualities that anyone po- 


sessing them can be arbitrarily 
passed over simply because “she’s 
a woman and we don’t give women 
jobs at that level.” 

WERE entering an era when busi 
ness is going to go through a thou- 
sand readjustments; in such an era 
every business is obliged to throw 
away some old concepts, no matter 
how cherished, and adopt some 
new ones — every successful busi- 
ness at any rate. 


MOREOVER, it isn’t simply be- 
cause we're seeing our work meth- 
ods changed that we feel this reas- 
sessment of relative personnel 
values is bound to come. There’s 
also the fact that more and more 
business is being concentrated in 
giant companies. This is a trend 
which the small business finds it 
hard to combat — in an age of 
mass communications, mass discrib- 
ution and merchandising —techni- 
ques, big businesses have very sub- 
stantial advantages. But the small 
company has one advantage which 
the mammoth enterprise finds it 
hard to match — mobility, the flex- 
ibility to move quickly, to exploit 
every posibility as soon as it pre- 
sents itself. Again, that takes initia- 
tive, imagination, and a willingness 
to drop outmoded ideas before 
everyone realizes they're outmoded. 
WE'RE in a period of great oppor- 
tunity, a period in which the re- 
spective positions of various com- 
panies in the country will probably 
change very radically. We're bet- 
ting on the companies that will 
take the very best executives they 
can find, men or women, young or 
middle-aged, and give those execu- 
tives the freedom to act within 
their own sphere on their own au- 
thority, without clearing with the 
next level, or with a committee, or 
with the boss. 

FOR 1957, perhaps, only a hunch 
— but firm enough to be a predic- 
tion for some year before 1960. 


Veober* (0 Sah 
Editor 
Robert Beeman, Managing Editor 
Thomas V. Murphy, Editor-in-Chief 
Geyer-McAllister Publications 


Sponsor: American Management Asso- 
ciation. Place: Palmer House. 


Symposium on Systems for Informa- 
tion Retrieval. Cleveland, April 15-17. 
Co-Sponsors: Western Reserve Univer- 
sity and Council on Documentation 


Research. Place: Western Reserve 


University. 

NOMA International Conference and 
Exposition. Los Angeles, May 13-16. 
Sponsor: National Office Management 
Association. Place: Shrine Auditorium. 
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Form and Substance give you 
top value in office chairs by 


As an office manager, you realize the importance of 
comfortable, efficient offices. You know that mod- 
ernization is an “investment” not an “expense.” Top 
chair value is most important to the success of such 
a program. 


Comfortable, attractive chairs give visitors their first 
impression of your company. They put them at ease 
and assure their attention in your offices. Comfort- 
able, skillfully designed chairs give your office per- 
sonnel restful support for greater efficiency . . . longer 
concentration. Here tasteful, well-executed Form, 
whether Contemporary . . . Traditional . . . Modern 
is important. But wise buyers know that for top chair 
value Substance is even more important. For Sub- 
stance assures long, rugged service life . . . lasting 
seating comfort. Substance comes from extra rugged 
construction, lasting finishes and skilled upholstering. 


As office chair specialists, Marble offers the world’s 


For More Information From Advertisers Use 


Readers’ Inquiry Coupon on Last Page 


largest selection of outstanding seating values. If 
you're not ready familiar with the comfort, style 
and life-time seating satisfaction built into every 
Marble chair, we urge you to visit your Marble Deal- 
er’s showroom. See and try the Marble chairs he dis- 
plays. Let him show you their many plus qualities 
... explain the Marble Guarantee that assures com- 
plete satisfaction. 


For your copy of the new Marble 
Chair Catalog No. 56, just write 
on your company letterhead to 
the B. L. Marble Chair Company, 
Bedford, Ohio. 
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editorial 


New Year of service “< 


ANOTHER YEAR BEGINS for the office, and for Office Management, 
which takes this opportunity of wishing its rapidly growing readership a 
new year of continued success in their task of strengthening the efficiency 
of the offices whose policies and procedures they direct. 

Office Management has from the beginning given its undivided atten- urs 
tion to the office in all its vital functions, without dilution by extraneous 
subjects. As befits a business magazine serving top office executives, editorial a. 
material deals with matters of primary importance to them in their respon- 
sibilities of direction and control. Search goes forward constantly for out- 
standing achievement to describe, wherever possible as furnished directly by t 
those to whom the achievement is due. Retention of old readers, steady 
and highly flattering accretion of new readers is proof that this editorial 


er 


} philosophy is correct. 
A SPECIAL FEATURE of this issue of Office Management is announce- ' 
ment of the six offices honored in the 1957 “Office of the Year” Awards. va 

) Detailed articles on these offices, presenting in text and illustration the aS 

[ merits of the winners, will form a special section of Office Management's 

1957 Year Book issue, to be published in March. 

, 


This valuable supplement will carry forward the yearly round-up of sig- 
nificant accomplishment and trends in the field of the office first established 
by Office Management \ast year, which won widespread praise as a notable 
contribution to the working library of office executives everywhere. 


JANUARY 1957 
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New science is basically application - 
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of the principles of logic, as exemplified be 

in mathematics, to business situations— m 
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by Robert M. Smith : of 
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IF 1955 CAN BE recorded as the interest, a great deal of coniusion, rn 

year in which everyone talked about and a great amount of suspicion. _* * 

automation without knowing very All are to a degree justified. For r 
much about it, and 1956 as the year _— operations research holds great prom- 

in which automation ceased to be a ise for business, but it doesn’t mean 

mystery and became an accepted part —_ businessmen can abdicate their roles r 

of the businessman’s working knowl- as leaders and deciders of the com- . 3 

edge, then it might fairly be said that panies they head. And there is no : 

operations research stands today where doubt that in some instances, opera- rf 

automation did a year ago. tions research has been oversold—or by 


It’s a subject, a name, which every- 
one has heard about, and which com- 
paratively few can define. It’s a sub- 
ject in which there’s a great deal of 


3 
at least that too much has been ex- 
pected of it. 
Basically, what is a good working 
definition of operations research? In | 
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its broadest sense, operations research 
might be said to apply the analytical 
methods of physical science to an eco- 
nomic entity—a company, and by ob- 
servation of all the activities and influ- 
ences operating on that company, to de- 
termine the chain of cause and effect 
that exists in each of the company’s 
activities. Just as all the actions and re- 
actions that take place in the phy- 
sical world can be put in some kind 
of casual relationship, so presumably 
can all the major ongoing actions of 
a small entity—a company in its eco- 
nomic universe. 

Once this is done, once the pattern 
of cause and effect has been traced 
for the activities of the company, the 
real activities and operating depart- 
ments of the company can be trans- 
lated into abstract symbols—they can 
be translated into the same mathe- 
matical symbols that are used to de- 
pict cause and effect chains in a phy- 
sical science. Then by use of some 
of the mathematical techniques that 
have been available for centuries, the 
most desirable courses of action for 
the company to follow in terms of 
achieving its major objectives can be 
determined. 

Moreover, once the proper rela- 
tionship between the various factors 
that must be taken into consideration 
in solving any business problem has 
been found, the most desirable solu- 
tion to a business problem can often 
be achieved by application of simple 
mathematical principles known to 
every college undergraduate. 


show precisely how classic mathe- 
matical methods can sometimes be 
used directly to determine the best 
possible solution of a given problem. 
Let’s take a hypothetical company 
which must solve a problem in which 
several simple directly related variable 
factors are involved. 


How to maximize profit 

Our hypothetical company manufac- 
tures a seasonal item—women’s coats. 
Its distributing arrangements are such 
that its entire production of any given 
line of coats must be placed on the 
market at one time. It’s in a situation 
where the price it can get for each 
of its coats will decrease with the 
passage of time after a given date, but 
the total number of coats it can place 
on the market simultaneously will ob- 
viously continue to increase after that 
date. Its problem: to determine the 
ideal time to place its coats on the 
market to earn the maximum amount 
from the sale. 

Now, there are several methods our 
hypothetical manufacturer can use to 
determine just how much longer he 
should continue to make this partic- 
ular line of coats before releasing the 
entire number of coats produced for 
sale. He can make a guess as to 
what his best time would be. Or he 
can use the Operations Research ap- 
proach, which will give him—within 
the limits of the problem as stated— 
the precise moment to achieve maxi- 
mum cash returns. 

Moreover, if he chooses the latter 
approach, he has a variety of math- 


whick illustrates another aspect of op- 
erations research—it has an arsenal ot 
weapons with which to attack a given 
problem; it is the type of approach, 
not the individual technique used, 
which is the distinguishing feature of 
O. R. 

Now, what our scientific manufac- 
turer would probably do because it 
would be the simplest method under 
the circumstances would be to make a 
simple table in which he represents 
the number of coats he has on hand at 
the present time, and what he could 
realize by selling them now, the num- 
ber of coats he would have at the end 
of one week from now, and how much 
cash they would bring, at the lower 
price per unit he would receive for 
them, the amount he could raise for 
the total number of coats he has for 
sale at the end of the third week at 
the still lower rate he would receive 
then, etc. 

Thus, if his coats can be sold at a 
profit of ten dollars apiece wholesale 
today, and will decrease in wholesale 
price one dollar for each week he de- 
lays putting them on the market, his 
present stock of coats is 1000, and his 
total production of additional coats 
each week is 200, he could set up his 
table in this fashion: 

Present: 1000 coats at ten dollars— 
Profit, $10,000 

One week from present: 1200 coats 
at nine dollars—Profit, $10,800 

Two weeks from present: 1400 coats 
at eight dollars—Profit, $11,200 

Three weeks from present: 1600 
coats at seven dollars—Profit, $11,200. 
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Obviously, the point in time at 
which he can get the maximum profit 
from his coats would lie sometime be- 
tween two and three weeks from the 
day he could receive ten dollars profit 
apiece for them. By simple interpola- 
tion, he could find the exact day on 
which he would receive the largest 
possible cash sum for the sale of the 
coats. 

If situations were ever as simple as 
this, the very simplest mathematical 
methods would suffice. But there are 
usually many more variables in any 
given situation than there are in the 
case of our coat manufacturer. 

The more complicated the prob- 
lem, the more sophisticated the math- 
ematical techniques called for. The 
important thing is that the techniques 
are available, and many of them are 
available in classic mathematics. Let’s 
see how the same simple problem cited 
above could be handled by algebraic 
methods: 

Using relatively simple algebra, the 
whole problem of determining the 
time for maximum profit can be han- 
dled by standard equations, in which 
the realties of the situation are repre- 
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sented by the standard symbols used 
throughout algebra. 

The manufacturer wants to know 
the number of weeks he should con- 
tinue production on his present line 
of coats. That’s his first unknown— 
the classic X of the algebraic equation. 

Since X represents the number of 
weeks he will continue to manufacture 
coats to reach the point of maximum 
profit, and 200 is the number of addi- 
tionai coats he will have to sell for 
each week of delay in putting the 
coats on the market, his total number 
of coats at the moment he puts them 
on the market will be 1000 plus 200X. 
The profit he receives for each coat at 
the moment he puts them on the mar- 
ket will be represented by the profit 
per coat he can receive today less one 
dollar for each week he delays putting 
the coats on the market: 10—X. 

His situation then can be expressed 
by (1000+200X) (10—X), the first 
factor representing the number of 
coats he can expect to have at the 
end of X weeks, the second factor 
representing the price he can expect 
to get for each coat at the end of X 
weeks. 
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His problem is to find that value for 
X that will give him maximum cash 
return for his coats. He can represent 
this maximum cash return value by 
another symbol, another unknown—T. 

He can now set up an equation 
which represents the relationship be- 
tween all his factors: 

T=(1000+200X) (10—X) 

This reduces to 

T=10,000+2000X—1000X—200X? 
or, reducing terms, 

T=10,000+1000X—200X? 

The relationship to the quadratic 
equation, AX?+BX-+C=0, is obvi- 
ous to anyone who remembers his 
algebra. Placing the new terms in the 
classic equation, we get after trans- 
position: 

200X*—1000X-+-(T—10,000) =0 

Now using this equation, we can 
by simple algebra obtain all possible 
values for our two unknowns, X and 
T. But our manufacturer doesn’t want 
to know all possible values of T; he 
wants to know the maximum possible 
value of T, and determine X in rela- 
tion to this. 

He calls on another classic algebraic 
expression, B7—4AC is equal to or 
greater than zero, which applies to the 
terms of a quadratic equation if its 
roots are real numbers. Since our 
manufacturer has translated a given 
set of circumstances which can only 
be represented by real numbers into 
his original equation, he knows that 
it has “real” roots. 

Now, substituting the “A” (200), 
“B” (—1000), and “C” (T—10,000) 
terms from his quadratic equation 
into the new equation, our manufac- 
turer comes up with: 

(—1000)? —4(200) (T—10,000) is 
equal to or greater than zero. 

Multiplying through, we get the 
equation: 

1,000,000—800T+-8,000,000 is equal 
to or greater than zero, or 

9,000,000—800T is equal to or great- 
er than zero. 

Now, by transposition, we get the 
following equation: 

T must be less than or equal to 

9,000,000 
800 

But he doesn’t want every possible 
value of T; he wants the maximum 
possible value, in this instance. That 
maximum limit is then the quotient 
of 9,000,000 divided by 800, or 11,250. 
T=11,280 

Our manufacturer has solved for 


(To page 53) 
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(Offices designed for 300 or more employees ) 


OFFICE OF THE YEAR AWARD 


Standard-Vacuum Oil Company 
White Plains, New York 


_ AWARDS OF MERIT 


Colgate-Palmolive Company 
New York City 
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“Office of the Year” Awards 


are announced 


FOR THE SEVENTH SUCCESSIVE YEAR, Office Management an- 
nounces the winners of its annual “Office of the Year” Awards. 


Selection is on the basis of outstanding achievement in design, layout, 
equipment, and general fitness for performance of the work which the office 
is called on to do. 

Basis of the selection is a survey of opinion which Office Management 
takes among selected members of the American Institute of Architects and the 
Association of Consulting Management Engineers whom Office Management 
considers to have a special interest in the office field. The Awards are made 
in two size classifications, with the top winner in each classification designated 
as “Office of the Year” in that classification. This honor is symbolized by a 
silver plaque. The two runners-up in each classification receive Awards of 
Merit, symbolized by bronze plaques. 

Pictures and details of the six winning offices will be featured in the 
March Yearbook issue of Office Management. 


Ford Motor Company 
Dearborn, Michigan 


(Offices designed for up to 300 employees ) 


OFFICE OF THE YEAR AWARD 


Sylvania Electric Products, Inc. 
Data Processing Center, Camillus, New York 


AWARDS OF MERIT 


Capitol Records, Inc. 
Hollywood, California 


American Iron and Steel Institute 
New York City 
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University of Chicago holds second 


annual automation conference 


Unsolvable problems of today will be routine problems 
of tomorrow; human factor is paramount in successful of fice 
automation, registrants told— 

by Frederick Vogel 


PROBLEMS in planning, education of 
personnel, and eventual effect on 
management created by the impact of 
computers on office routines were cov- 
ered in the second annual “Automa- 
tion for Senior Officers Conference” 
sponsored by the University of Chi- 
cago on November 15-16. 

From the introductory remarks to 
the closing summary, speakers and 
panelists, representing American uni- 
versities and corporations, analyzed 
the whys and wherefores of trends 
leading toward the automated office. 
The program, consisting of two morn- 
ing and afternoon sessions on No- 
vember 15 and 16, was divided into 
three major categories: “Data Proc- 
essing Equipment and Its Applica- 
tions”; “Planning — Initial and Con- 
tinuing Action,” and “Policy Pro- 
grams.” Through analyses, surveys, 
critiques and exhibitions, the audience 
of corporate officers was provided 
with a fresh look-see into many of 
the areas embraced by these categor- 
ies, 

Following introductory comments, 
the first speaker, J. P. Nash, professor 
of Applied Mathematics, Digital Com- 
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puter Laboratory, University of Illi- 
nois, stressed the point that, although 
“digital computing systems don’t try 
out new ideas of their own,” a cer- 
tain “mystic” quality has enveloped 
them, “probably because they are now 
invading what man regards as _ his 
final sole preserve — that is, the large 
and rather loosely-defined region con- 
cerned with mental activity.” Digital 
computing systems are remarkable 
scientific achievements, he continued, 
and it now is possible to build ma- 
chines to execute 10,000 and more 
instructions per second. However: 

“A computer is not a magical de- 
vice to be substituted for intelligence. 
Indeed, we find that it takes a high 
order of intelligence to make the com- 
puter the best possible tool. If you 
do not know how to solve your 
problem without a computer, you will 
not be able to solve it with one. Far 
from replacing human beings, the 
computer is creating a demand for 
more and more of them. True, it 
may do today’s routine jobs, but it 
also makes possible the doing of new 
things that were not even thought of 
a few years ago. 


Computer handicaps cited 


“It is in such applications as these 
that the greatest contributions are be- 
ing made, and will continue to be 
made by automatic computers.” 

Emphasizing that modern high- 
speed data processing devices are tools 
for processing information, Professor 
Nash commented on “two major 
shortcoming” in this equipment: “The 
necessity for describing in every min- 
ute detail the operations to be carried 
out during the course of a calculation, 
(and the fact) that the input and 
output facilities have not kept pace 
with the other parts of the machines 
in speed and reliability.” 

Through research, however, and 
the “aid of dumb machines and smart 
people,” the unsolvable problems of 
today will be the routine problems of 
tomorrow, he concluded. 

Other speakers during the first 
morning and luncheon session in- 
cluded Melvin E. Salveson, consultant 
in operations research, General Elec- 
tric Co., New York, who addressed 
the convention on “Applications of 
Computers to Business Problems,” and 
John Diebold, president of John Die- 
bold and Associates, Inc., New York. 

Stating that the “principal problem 
of automation in the office is a human 
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Small panel groups discussed effect of electronics on particular 
industrial groups. Above: Financial Institutions, and .. . 


i 


+ + + panel on Insurance Company electronic applications 


problem — it is a problem of educa- 
tion and training,” Mr. Diebold ex- 
plained that companies considering 
automation attempt to solve the per- 
sonnel problem by entering into the 
“mad hiring race of trying to locate 
people with experience and trying to 
hire them away at what are now be- 
coming fantastic salaries.” 


Disadvantages of such action, the 
speaker continued, are obvious: Wage 
scales and personnel policies of the 
companies in many cases are upset. 
An alternative to mass hiring is the 
training of individuals already em- 
ployed by the companies. 

Two methods suggested by Mr. 
Diebold to alleviate the application 
problem of designating uses for speci- 
fic equipment in light of constant 
new developments are: “Applying 
data processing equipment in the 
same manner that tabulating equip- 


til 


Prof. John U. Nef, of the University, 
welcomes insurance panelist 
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ment has been used—that is, treat 
it as another more rapid machine in 
the tabulating room; while recognizing 
that we must often take an entirely 
different approach to the uses of this 
equipment, and must make substan- 
tial changes in our organization and 
procedures to do so.” 

“If the present development stopped 
today, it would take five to ten years 
to use the equipment that is already 
in existence,” he added. 


Smaller units seen gaining 

Mr. Diebold concluded by analyz- 
ing new trends in conjunction with 
today’s automated office. One, the 
gradual decrease in development of 
“giant general purpose” machines in 
favor of production of medium-sized 
general purpose, special purpose and 
on-line equipment, releases much 
equipment for various uses in effect- 
ing changes “in all of the pertinent 
accounts as each transaction takes 
place, so that peaks will be continu- 
ously balanced and processes will 
be constantly up to date.” A second 


trend — development of a system 
for a particular purpose o° special 
application — allows for program- 


ming this equipment in its design 
phase without the necessity for later 
programming. Since the equipment 
is designed for a limited number 
of tasks, “it is more reliable . . . and 
cheaper” than its giant-sized counter- 
part. One disadvantage which arises 
here, however, springs from the fact 
that the equipment must be designed 
for specific applications, although the 
objective of current designers is to 
develop standard “building blocks” 
which may be combined for special 
applications. 

The afternoon session of opening- 
day activities featured six concurrent 
and separate panels in which repre- 
sentatives from major industrial and 
business groups presented actual and 
planned applications of data process- 
ing equipment from their own experi- 
ences and plans. A similar panel ar- 
rangement was held the following 
morning. The first panel, however, 
concerned itself with problems relat- 
ing to the applications of data proc- 
essing equipment, while the second 
covered subjects under the category 
“Planning — Initial and Continuing 
Action.” A third and separate panel, 
“Policy Decisions — Management 
Points of View,” was featured in mid- 
afternoon of the closing day. 
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LAST NOVEMBER 19, almost two 
years to the day after the beginning 
of demolition of existing buildings on 
Sixth and Sycamore Streets, Cincin- 
nati welcomed to its skyline the lime- 
stone-shouldered new headquarters of 
The Procter & Gamble Company. 
Just two blocks away at Sixth and 
Main lies the site where the P&G soap 
empire was founded 120 years ago. 

In effect, the 1l-story structure, 
planned to house the company’s entire 
general office personnel and to serve 
as center for a world-wide business in 
soap and detergents, food products, 
toilet goods, and pulp and paper, was 
designed from the inside out. Rather 
than plan a building and then divide 
its space among various departments, 
architectural designs were based on 
both present and future requirements 
of each function within each depart- 
ment. 

Behind this procedure were exten- 
sive studies of P&G’s past and esti- 
mated future growth. Projections 
were made of the increasing number 
of employees to be assigned in each 
department each year; work flow and 
foot traffic studies were made to de- 
termine the best location for each 
department, and detailed provisions 
were made for future technological 
improvements and developments in 
business equipment. Likewise, the 
company’s long-term thinking in re- 
search, new products, merchandising, 
executive growth and other basic fields 
was examined. 

As a result of these studies of 
growth requirements a building was 
scheduled which, in other words, 
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Spaciousness is keynote everywhere in offices 
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Messages are recorded automatically at central transcription room 


would represent the company’s busi- 
ness outlook translated into actual 
cubic feet of working space. 

Sixth in a progressive series of ex- 
pansions since 1837, the new head- 
quarters features an exterior design of 
a one-story base of polished granite 
which holds a nine-story body of lime- 
stone. The eleventh floor is sheathed 
with a crown of natural white marble. 
The building’s color scheme follows 
a gradual relaxing transition from the 
dark grey of the granite, and the white 
grey of the limestone, to the glisten- 
ing white marble top. 

Determined to avoid as much as 
possible the gradual overcrowding 
that had accompanied past growth, 
company officials strove to provide 
enough space to house comfortably the 
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firm’s staff, already enlarged from 400 
to more than 1,500 persons in the past 
35 years. As a result, net floor space 
approximates 320,000 square feet, or 
three times as much as previous office 
space, while the gross total approxi- 
mates 420,000 square feet. 

Covering more than half a city 
block, the headquarters building util- 
izes modular design, cellular steel 
floors and metal partitioning to per- 
mit a high degree of flexibility in 
ofice layout. Perimeter offices may 
be constructed either 10, 12 or 14 feet 
wide, and changes can be made easily 
and quickly. Partitions also accommo- 
date a variety of electrical wiring sys- 
tems, switches and air conditioning 
outlets. 

Exterior walls of the lobby consist 
of 17-foot high glass panels sepa- 
rated by strips of stainless steel. Top- 
ping the glass walls and extending 
slightly over the sidewalk is a canopy 
of bronze. Hanging from the ceil- 
ing are five 900-pound chandeliers; 
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Executive offices feature simple, clean-lined furniture; cafeteria _ 
has same rich colors found throughout building P- 
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Continuous or periodic stocktaking is far simpler than the heavy chore of an annual inventory 


Simplified storekeeping for 


smaller organizations 


In the interest in electronic methods of inventory con- 
trol, the small business’ needs are often forgotten. Here are 
a few simple rules any office can follow— 


by Stanley H. Mansbridge 
Senior Organization and Methods Officer, Canadian Civil Service, Ottawa 


THE APPLICATION of electronic 
data processing techniques to store- 
keeping and inventory control opera- 
tions, while of considerable interest, 
is nevertheless of only academic in- 
terest to the majority of organizations. 
This is so because of the scale of opera- 
tions necessary to justify the acquisi- 
tion of expensive electronic equipment. 

But the problems of storekeeping 
on the smaller scale are, however, of 
considerable importance. It is the ob- 
ject of this article to point the way to 
effective review, simplification and im- 
provement of storekeeping procedures 
so that the greatest degree of efficiency 
might be achieved in the large num- 
ber of enterprises where the scale of 
activity is too small for mechanization 
on costly office machines. 
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The basis of stores operations is the 
stock record document, for this pro- 
vides an organization with 

(a) a ready reference to the stock 
position of any item carried in store. 

(b) the means to control procure- 
ment action when stocks need to be 
replenished. 

(c) information as to the location 
in the stores of each and every item. 

(d) the unit price of individual 
stock items. 

(e) the information from which the 
total dollar value of the inventory-in- 
hand may be conveniently derived. 

(£) the persons or units to which 
issues are made of particular items. 

To achieve these essential purposes, 
it is apparent that the stock record re- 
quires to be very carefully designed. A 


simple stock record card is illustrated 
at Figure 1, which has been designed 
to provide for the necessary data as 
follows: 


1. By providing for the adjustment 
of the balance with each transaction, 
the stock balance in hand can be read 
at a glance. 

2. By recording a “Minimum Stock” 
figure, the re-order point can be iden- 
tified as soon as the posting of an 
issue reduces the stock balance figure 
below that of minimum stock. The 
minimum stock should be the quan- 
tity required as a reserve and should 
be closely related to the normal con- 
sumption rate and the time it takes to 
obtain stock replenishment from the 
suppliers of the item. The maximum 
stock figure, as its name implies, is 
the total quantity of an item required 
to be held and is determined by re- 
lating normal consumption rate to a 
reasonable period, say of 6 to 12 
months. At re-order time, the quan- 
tity ordered is the difference between 
stock balance and maximum stock. 
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3. By recording bin location num- 
ber, the actual position in stores of 
any particular item can be readily iden- 
tified. 

4. The latest unit price is recorded 
at the time of receipt of each new in- 
ward consignment. 

5. The mathematical extension of 
stock balance against latest unit price, 
provides the dollar value, but this 
should be done only when this infor- 
mation is required—say for annual 
inventory valuation purposes. 

Some provision is required for not- 
ing when orders have been placed on 
suppliers and for recording partial 
deliveries against individual orders. 
This can be done on the basic stock 
record card by providing a “Due-in” 
column. 


Separate record aften best 


Experience has shown, however, that 
a separate record is more convenient, 
particularly if partial deliveries against 
orders occur frequently. 

The order card, as such a record is 
usually called, should be kept with 
the corresponding stock record card. 
When this is done, the order card can 
be used to record latest unit prices 
(or average price, if preferred) and 
this data can be omitted from the 
stock record card. A typical order 
card is illustrated in Figure 2. 

From time to time, the stock of an 
item may be exhausted before replen- 
ishment is received. This may be 
caused by a variety of reasons: 

1. Failure of suppliers to meet ord- 
ers on the required delivery dates. 

2. Failure of stores staff to place 
orders promptly, as soon as need for 
replenishment was apparent. 

3. An unexpected expansion of de- 
mand for a particular item, causing 
stock to be exhausted at a rate far 
greater than normal. In such cases, 
the need to alter the minimum and 
maximum stocks should be examined 
as part of the re-ordering proces. 

Whatever the reason, the usual re- 
sult is that demands are received for 
items which cannot be supplied. While 
the new supply is being awaited, some 
convenient record is required of the 
“Due-outs” or ‘back orders.” Here 
again, it is possible to provide for 
“Due-out” columns on the basic stock 
record card. It is preferable, however, 
to maintain a supplementary record. 
This can either take the form of being 
part of the order card, or preferably, 

(To page 47) 
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STOCK RECORD 


Item: 


Unit of Issue: 
Maximum Stock: 


Bin Location: 


Catalogue No,: 
Minimum Stock: 


Latest Unit Date Date Date Date 
Price 
Date Voucher To Whom Issued Receipts Issues Stock 
No. Balance 


or 
0! 


From Whom Received 


Figure 1. (Above) Typical basic stock record card, and (below) order 


card, Figure 2, which should be kept with stock record card. 


ORDBR_CARD 


Item: 


Catalogue No: 


Names of Suppliers: 


Date of 


Amount 


Order Ordered 


Supplier 


Unit 
Price 


Amount 
Received 


Balance of 
Order 


t 


Figure 3. Single form can be used as both requisition and issue voucher 


To: 


Please Supply To: 


REQUISITION/ISSUE VOUCHER 


To Be Complete! By Requisitioner Stores Use Only 
Catalogue Unit of Amount Amount 
No. Description of Item Issue Ordered Supplied Remarks 
‘ 
Date Requisitioning Officer Date Issuing Officer 


the above supplies 


Received in good order and condition (except 4s stated), 


Receiving Officer 


2 3 ee - aah 2 ry u | as ae 2a a oS Me ”? J oe ees SS " —— K Ae 2 
: Se. ag 
: * 
i 
re i 
= T= 
—,  —— | a i 
, \ 
| BE ke ‘ 
F so 
ed J 
as 
= ; 
nt Pe ¢ a 
= . 
ad " agen a RAE ic MR a 
k” 
n- ate 
) : 
an ai 
re (i 
he ties 
n- dl 
Id 
n- 
to E 
he “4 
ed el 
; é 
4 F 
12 \ en 
n- ' 
en , = 
\T Date Pe h i 
_— i 
; 3,2 
a FI e toe, - - = ‘i b; 24 bn ae - a ad : A , poe - = ou a : % ike 3 ce e vf 4 > i a ‘ 3 ia a . <4 oa o 8, te 
|) RS ee a a) = r ar ie ian. Tae ve 7 Ss « Tie oe a to: eh ee a ee re 


Conclusion— 
Svstems 


medium 


OPERATIONS RESEARCH as a 
technique for improving executive 
work flow, a plea for more critical 
evaluation of present administrative 
methods, and a warning that one of 
the most serious social effects of auto- 
mation would be mass unemployment 
of unskilled workers were themes de- 
veloped by the last four program 
speakers at The Systems and Pro- 
cedures Association conference, held 
in Philadelpha October 22-24. 

Management today finds itself in an 
exciting area, said Lawrence Appley, 
president, American Management As- 
sociation, since it is in a_ process, 
through self examination, of discover- 
ing what it is for the first time in man- 
agement history. 


Use of operations research to chart and improve execu- 
tive work flow described; shortened work week predicted— 


Until 20 years ago, he went on, 
management was made up of individ- 
ualists whose activities were largely 
“hit or miss,” and those men interested 
in systems found it difficult to get an 
interested audience who would listen 
to their ideas. 

World War II exposed management 
shortcomings and brought out the 
need for an organized, systematized 
approach, he stated, which resulted in 
management development with em- 
phasis on trained men in management 
positions. 

The following functions of manage- 
were listed by Mr. Appley: 


1. Planning—a good management 
plan requires a clear cut objective 


Allan Y. Davis, SPA president (left), and J. A. MacQueen, conference 
chairman, congratulate AMA president, Lawrence Appley, after his talk 
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stressed as communications 


at SPA meeting 


which must have a good working pro- 
cedure. 

2. Organization building and _plan- 
ning to determine whether the de- 
vised plan can be put into effect by 
the organization. 

3. The necessity of having perform- 
ing standards to see that individuals 
produce in accordance with what they 
are being paid. 

4. Appraisal by the manager of the 
results of both individuals and groups. 

5. The manager must know how to 
make decisions. 

6. The manager must be ready to 
work with his people, in improving 
both their skills and attitudes when 
necessary. 


Many of these points cannot be ac- 
complished unless they are considered 
systematically, he said, since “good 
management is dependent on system.” 

Defining operations research as the 
examination of alternative courses of 
action in terms of relative effective- 
ness in reaching specific goals, David 
B. Hertz, president, David B. Hertz 
Co., Inc., outlined an operational ap- 
proach to administrative planning and 
control at the first Wednesday mor- 
ning session. 

Mr. Hertz discussed operations re- 
search in terms of an approach to 
the problem of administrative plan- 
ning and control. “We will propose,” 
he said, “that control of the managerial 
system actually comes down to: 

“1) Produce alternatives for exam- 
ination and 2) insure that these al- 
ternatives be systematically analyzed.” 

Administrative programming and 
control actually amount to insuring 
that decisions are made at the proper 
time, and have the best possible chance 
of being the right decisions, he con- 
tinued. Operations research allows 
such programming and control to be 
given a logical base. 

In order to begin the operations 
research activities, the administrative 
actions of the company must first be 


analyzed, he declared, and the analyst | 


must determine: 
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President Davis welcomed registrants at opening session 


1. The objectives of each adminis- 
trative area. 

2. The operations involved in meet- 
ing those objectives. 

3. The results obtained in meeting 
those objectives. 

“Each administrator must be con- 
nected in a logical communications 
network with every other administra- 
tor, and the operations they perform 
and the results they obtain must sim- 
ilarly be connected,” he went on. 

An analysis carried out in this fash- 
ion will give a picture — a model — 
of the interconnections of all admin- 
istrative decisions made within any 
company, he declared. 

An administrative decision, the 
speaker said, has these characteristics: 

A. Allocation of resources, i.e. the 
choice or assignment of money, time, 
personnel, machinery, material, to ac- 
complish some specific objective. 

B. The obtaining of these resources 
at some specific cost, —for example, 
bargaining. 

C. The mechanism, the processes, 
by which resources will be changed 
from one form to another. 

D. The exchange of the net result 
for some other resource of value, i.e., 
selling the finished product. 

Every decision made by an admin- 
istrator has some effect in each of 
these areas, and is in its turn influ- 
enced by considerations in these areas, 
he declared. Each decision also has 
its effect on the company’s role as 
a “living profit-making mechanism.” 

“Theoretically, at least, each deci- 
sion is an attempt to meet a specific 
objective which has been given to, or 
set up by, a specific administrator,” 
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Hertz said. “Every objective gener- 
ates a set of sub-objectives. Every 
task gets broken down into a series 
of smaller tasks. These sub-tasks are 
usually dependent on one another in 
a specific way. As they get closer 
to the work place their time depend- 
ence on one another usually increases. 
In other words, the closer the deci- 
sion making gets to ‘doing’ the tighter 
the scheduling required. To obtain 
optimum results, we must develop 
‘time programs’ of administrative ac- 
tivity.” 


Administrative “‘model” made 


The speaker illustrated his theme 
by describing how the operations re- 
search approach was used to produce 
a model of the entire flow of admin- 
istrative responsibility and communi- 
cations in a mail order purchasing 
company. Since the company’s basic 
operation consisted of selling merchan- 
dise from a mailed catalog to custom- 
ers, its operational effectiveness de- 
pended on four main factors, he said: 

The selection and pricing of mer- 
chandise for the catalog. 

The format, layout, printing, and 
time of mailing of the catalog. 

The servicing of customer orders 
and other customer contacts, and 

The overall planning which permit- 
ted each of these to be tied together 
in terms of development of overall 
objectives, timing of decisions in all 
operating areas, and effective use of 
financial and other resources. 

Assuming that catalogs were to be 
issued twice a year, he said, one ad- 
ministrative decision would be the 
dates on which the catalogs would 


be mailed. These dates would have 
to be chosen and confirmed far 
enough in advance to enable the mer- 
chandising executive to ready his 
buying plans, estimate demand for 
each item and have merchandise 
stocked for orders, to allow sales suf- 
ficient time to prepare the catalog, and 
to give operating executives time to 
prepare warehousing and order han- 
dling facilities for orders stimulated 
by the new mailing. 

“This is a partial description of the 
administrative chain requiring a mul- 
titude of interlinked decisions on the 
part of chief executive, department 
heads, division heads, section heads, 
and so on which must be analyzed 
and observed to provide a system of 
administrative programmng and con- 
trol,” Hertz said. “Some portion of 
the potential profit depends on each 
of these decisions. The quality and 
timing of each of these decisions up 
and down the line are of the utmost 
importance to the future of any busi- 
ness. In this case, merchandise selec- 
tions which are late would make the 
catalog late; a decision to print too 
few catalogs can be as costly as a 
decision to print too many; neglect 
of special facilities for certain kinds 
of merchandise might seriously affect 
customer decision, and so on.” 

Following observation of the chain 
of activities within the mail order 
company, the next step was develop- 
ing a model that represented adminis- 
trative managerial action at all levels, 
Hertz said. It was found that every 
administrator in the system, from 
chief executive to section heads, had 


(To page 78) 
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Charles Redfield, New York University professor, was one of three 
panelists composing message “from president to employees” 


Communications skills taught 


at new AMA elinic series 


THREE MEN—an industrial leader, 
a professor, and an editor—recently 
sat in a darkened classroom in New 
York. Each wrote a message. The 
message in each instance was based 
on the same “hypothetical” facts; the 
three actual communications produced 
were all quite different. 

Each of the three men had been 
given a basic set of circumstances ex- 
isting in a hypothetical company, and 
had been asked to write a message 
covering the situation as he believed 
the company president should com- 
municate it to his employees. As each 
of the three demonstrators composed 
his separate message, a “vuegraph” 
projected the words he was writing on 
a screen behind him so that members 
of the audience could compare the 
communications approaches of the 
three writers simultaneously. 

The demonstration took place at 
the fifth of a series of clinics started 
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by the AMA Executive Action Course 
last fall aimed at a problem that is 
attracting more and more attention 
from thoughtful business leaders these 
days—the entire problem of communi- 
cations. 


Communications has been defined 
by some analysts as the major respon- 
sibility of executives—the basic science 
of getting things done through other 
people. The AMA, in its brochure on 
the new three-day clinics, defines it 
as “giving orders, interviewing, re- 
porting, handling grievances and com- 
plaints, holding meetings, presenting 
plans and programs to others.” 

In line with this, the association’s 
three-day clinics in New York, or- 
ganized basically in small group work- 
shop situations, has covered in the 
six clinics held so far, “Role Playing 
Dynamics for Executives,” “Getting 
Positive Action,” “Problem Solving 
for Executives,” “Developing More 
Effective Speaking Skills,” “Develop- 
ing More Effective Writing Skills,” 
and “Creative Thinking for Company 
Growth.” Projected clinics during the 
year just beginning will cover “Mak- 
ing Effective Executive Presentations,” 
“Developing Productive Executive 
Staff Meetings,” and “Developing Ex- 
ecutive: Delegation Skills.” 

The clinics stress the development 
of good communications attitudes 
rather than techniques alone, although 
specific techniques that can best ex- 
press the correct attitudes are also 
demonstrated, as in the case of the 
three men each preparing a communi- 
cation from a president to employees. 
Following the comparison of the three 
messages as they were composed, the 
executives taking the course analyzed 
the basic techniques used by all three 
writers, and the differences that ex- 
isted among the three individual com- 
munications’ patterns. 

Basic to the teaching methods used 
throughout is the role playing tech- 
nique employed at the opening clinic, 
in which participating executives, by 
assuming “roles” other than their own 


Secretaries discussed methods they use to improve boss’ messages 
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THE WORLD’S FINEST 
STATIONERY BANDS-- 
THEY ARE ‘‘PRE-OPENED’’ 
READY FOR IMMEDIATE USE 


[HD <<460> ree 
if : sorreretee Ore | 
: sears \ © ALLIANCE RUBBER CO. 

™ every 
: ff punrese t Please send FREE samples. : 
> PX ' 
- as i NAME : 
J ye 5 1 
mw. AY? “ 1 ADDRESS . 
= Li), _ . _ STATE 

' 

"Land, ES ' DEALER'S NAME ‘ 


ALLIANCE RUBBER CO. 


ALLIANCE, OHIO 69 West Washington St. HOT SPRINGS, ARK. 
CHICAGO, ILL. 
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WORK WITH 
LESS 


TENSION 


HARTER 66 
EXECUTIVE 
STEEL 
POSTURE 
CHAIR 


The right chair eases stress and tension. The 
Harter 66 is that kind of chair. Correct posture 
design and precise handwheel adjustments 

fit the 66 to your body. Foam rubber cushions in 
seat, back and arms give cool comfort. The 

deep, molded seat is gently rounded to avoid harm- 
ful pressure to vulnerable nerves and arteries 
under your knees. Have a 66 fitted to you and start 
feeling “‘alive” at the end of each business day. 


Write for informative booklet, Posture Seating Makes 
Sense. We'll send name of your nearest Harter dealer. 


: Harter Corporation, 132 Prairie St., Sturgis, Mich. 
| c. In Canada: Harter Furniture, Ltd., Guelph, Ontario 


Fi 


STURGIS, MICHIG 
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position—usually that of an employee 
—otten see their own communications 
inabilities clearly for the first time. 
They acted a role in which they played 
the subordinate position, in other 
words, and this often made clear to 
them for the first time, some of the 
inadequacies they had been showing 
in communications with those around 
them. 


Procter & Gamble— 
(From page 35) 


red Altico marble from Spain is used 
on the south wall, with creme marble 
from Italy in use behind the reception 
desk, at the elevators and in the south 
corridor. Departments located on the 
first floor are a message center, in- 
cluding necessary telegraph and tele- 
type communications systems, and a 
medical services division. 

Dining facilities, affording both 
cafeteria and table service for em- 
ployees, occupy the entire fifth floor. 
Facilities include an executive dining 
area and rooms for luncheon confer- 
ences. Terra cotta table tops and 
chairs upholstered in slate grey con- 
trast with white marble columns and 
lemon-yellow outer walls. The long 
wall enclosing the kitchen is faced 
in green marble, and conference din- 
ing rooms are decorated in_ forest 
green. Almost one-fifth of the floor 
is occupied by the kitchen. 

Executive offices, located on the 
eleventh floor, include a board room, 
private dining room and service pan- 
try, and several reception rooms. The 
walls of the floor are paneled with 
English oak and walnut, and the en- 
tire floor is carpeted, 

In conjunction with office layout. 
furnishings were planned carefully. 
Finished in light beige with hard 
plastic tops for desks and tables, the 
modern metal office furniture and 
equipment complement the interior 
color scheme of beige, grey, black, 
terra cotta and blue. Vinyl asbestos 
tile flooring in warm grey with brown 
tones is used on all floors. Private 
offices feature sand-colored rugs, off- 
white glass curtains and_ colorful 
drapes. 

Other distinctive features of the 
building—at least one of them a 
“first” in the Ohio city—include tem- 
perature control units, a snow melting 
system and space for a heliport. In 


(To page 47) 
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DOES MORE This new Verifax Copier does jobs 
beyond the scope of ordinary office copiers. Makes 5 
copies of nearly anything in 1 minute for just 2%¢ each. 
Copies can also be made on both sides of standard 
copy paper... on pre-printed office forms 
...on cards... and on translucent paper for 
use as “masters” in whiteprint machines. 
You can even make an offset 
plate in 1 minute for 
less than 20¢, with | 


Kodak's new — 
Verifax 


MISSES NOTHING 
Nothing is evet left out ‘ 
your Verifax Copies —bo 
nen and pencil writing | 
and those purplish spirit 


‘ ies are 
cator cop! ' 
dupli d. No worries about 


deterioration, munications With 


Customers, 


e } as 
| FeProenyerifax copies will last fully nage mia < follow the 101 
either— Verh” Js youre usin Cuts Verifax eon; 
swritten recorcs > file— h: Pying 
any typewrs asy to read, handle, and head as brought to thousands 
And they re as - 1 “f asl” of fine letterhea OF Offices, 
and “te 


have the “look 
papers. Prices qu 


yec C che g' . 
oted sub ect to inge without notice 


MAIL COUPON TODAY 
EASTMAN KODAK COMPANY 


Get all the facts Business Photo Methods Division 
on the Sign et 343 State Street, Rochester 4, N. Y. 
) Sek tee & fold hich Gentlemen: Please send free Verifax Signet folder, 72-1 
—_ ! “< ov older i. * plus your booklet on Verifax short cuts. No obligation. 
escribes this remarkable 
$148 copier in detail and Name 


gives facts on complete line 


' ‘ x Fe Company 
of Verifax Copiers. Or get in ’ 
touch with your nearest Position 
oe ; 
' Verifax dealer, listed in the Pes 
yellow pages” under “Photo- 
copy Equipment.” City State 


= 


JANUARY 1957 


* § * - ’ " 
at 
ne — ade 
: : a : a See}! we Me ; Lae 
»yee : - FS a “aie ~ RBS IS * q ' an 
. fe, ce 9 — 2 ee ee im Ne 
ions oS J a ee y 
: B ’ “aa : 
ved sts sant: ide - Pe ie sg : 
es | ey : Fey ar. ‘ : ‘ 
ther 2 P . ; ‘ai , ts > i : oe * 
- to ae r re : 
te. i ss iy ‘ ae ej ae iS 
Ph ix at ; i a © 7 
the a oh 5 Be : 
und a: ow j . 
te ee. “9 Ui f sp 
ame zs NS bs IM e Jj 
Nae Le Li . ii 
4 : E —— ¥ Sed : %: f i f Fe f és F, : . 
<<" . i 
i » eet eG i 7 Par. 2 ee 
_ . j low-cost adapter. 6 pee as ey 4 Fi if ie moll 
ee “gf a. bs sy, i F ff . a ae 
ised Ld a — fe a eal : . 4: a \ Be Pee i 
oa i | Ni gumr e  e Lf ia 
tion et = is ae. : 2 ‘ a Le age % 4 
muth ee 2% er 2 , = E % i eae 
tele- | 1 _ le a Peep . < 4 : 
da {a * ce 2 Pee a a Dae os foes ee \ —. : } Bie 
ee 3 ‘ Me ic Soe ‘ , ec /Z f fa — 
roth 7 \ _ : F aa ¥ _ : & 
i q po. 2 ' . 
em- Ree i —————* - Pe a 2 to; 
oor. | on y et aim — 3 te 
wee |°e°  , ir’  ~-feae 7 % 4 “ 
and = fo” Se “oe fe a < 
a a Sk ae apes eee pas 4 ‘i 
? a 7 oe se SS ee 4. an oe, 
— ; fa ‘ a ee atte a oS ee i 5a 
ong ci ae iit” ae foe 6S i > sa oS, . eee tS. alae 7% 
ced a Pi aN : it as : ; Oe Coe ee aie as ’ 
28 eee re COSTS LEss . y 
west — Wars, ; Here—at half the price you'd 
€ 8 ’ . ex ° A Pd 
joor _ — Pay—is a Copier that quickly saves 
pe ». - Ost even in the « » ' oY 
é ik. one-man office Y ll ‘ 
ws - "8 ai answ. sali os : 
“Sofie typi . hd your mail without dictation and : 
P Ping. Your secre tary can do an “all day” re + 
4 7 ;, ae id i ~ te 
eo typing job in 9 minutes, You ca % . 
. n speed com- oe 
aad ue | ‘ 
' &, . , wt I 
put, + bird tA | = 
——/ _ | on 
lly. > 
ard | | ee | 
the | ; ! ; 
ind | / 
rior | = | 
ick, | | he signet | 1 ex 
stos i ‘3 
wn — , 
ate ‘ 
off- - - 
‘ful i i 
the ciate ais iain: , ll: 
-m- fe a ; 
ing rae a ae & 
In ——— SS - 5 
#——————_— 43 a 
’ + P. 
For More Information From Advertisers Use Readers Inquiry Coupon on Last Page 
TT) | 
ie. <3 ee : - bate a PN a ry = & : * 
wie Be 4 in, 2 —— ll | el 
de Ge or 2 ’ 


Personnel 


How to give real meaning to your merit rating i 
systems ie 
by Eugene J. Benge August, page 31 I} 


Does your staff find - leadership qualities FB 

in you? 4 

} ) al la a } } ¢ nt by John Hockman... August, page 34 
Building an effective human relations program ‘ 

by Ralph W. Fairbanks... Part 1—October, page 34 is 

; ; a Part 2—November, page 50 : 


Special Features 


Supervisors can tell our fortunes 

as ea July, page 28 
Seven sacred cows of clerical routine—do we 

need them? 


I. by Arthur Barcan (Conclusion)..................-. uly, age 30 
Semi annual Index How you can read faster while learning ey . seal: 
by Dr. Nila Banton Smith (Conclusion)......July, page 58 
Which of these frauds is costing your office 
money? 
by Robert Gray... ..September, page 34 
What office administrators should know 
about contracts 
July-December, 1956 by Earl W. Mounce and Robley D. Stevens.September, page 38 
NRMC recommends standards for filing en- 
“ engineering drawings... ..September, page 44 


Company finds own photographic ‘depart- 
ment pays dividends in versitility,economy September, page 74 
New government studies aimed at increasing 


iati ffi cy of Federal office buildings 
Association News efficiency of Federa - 


by Larston D. Farrar._. ..September, page 80 
Ae : caren dace Paper—what's in it counts as much as what's 
Scientific methods replacing “‘intuition’, OO ae beater ean October, page 36 
yes NOMA conference hears................Part 1—July, page 23 How scientific are your management decisions? 
ai Part 2—August, page 41 by Eugene E. Jennings...............Part 1—October, page 40 
% Physical science methods, social science Part 2—November, page 52 
& knowledge stressed by AMA... .July, page 26 How “‘brainstorming™ can aid your operations 
ae NACA, NMAA, and NSA hold their annual by Richard N. Poull._... November, page 45 
conferences. ......... - September, page 42 “Our next ae is... via electronic 
Two office conferences on this month's “ag- computer... November, page 54 
iamnow ent esscieioerpsonusnarnanintii October, page 44 Model agency” ‘s model office proves ‘glamor ee 
National Business Show to be held in New ea Ma foo ta ee November, page 82 
pais York at new Coliseum; many new products “The round file’: when, where and how is it 
Ree ST seseconsciosniniatapninccpntnsondanssntsadessdiel October, page 69 really practical? oe 
if AMA meeting stresses automation, systems, by John Hockman... : ..December, page 33 we 
he to offset personnel shortage..........Part 1—November, page 42 Does your office compute overtime pay cor- te 
cP Part 2—December, page 41 rectly? 
: Systems stressed as communications medium bv Robley D. Stevens.................................... December page 44 \ 
+ Bis at SPA meeting... scateretesenctnnconcenicaiveenen  RORIIDET, Pane 30 : ; \\ 
: ie 
Systems Design and Methods : 
Automation in the Office Mathematical models for today’s management \ 
by wopert ME Sie uly, page 20 
Small office in large bank demonstrates new Organizing forms control—policy through 
; approach to computer installations.............. August page 28 program 
i Five rules to fellow for maximum output from by Tony Piscatella... .... september, page 32 
pare office machines Punched cards, punched tape, forms revision 
se CN gD | August. = pe ge 36 speed insurance policy processing 
Sylvania’s unique data pre cessing center Dr OU HNN ceed September, page 40 
a opens at Camillus, N.Y... August, page 30 How to install subject correspondence files in 
ne How one small concern saved money, raised the smaller office 
; output by automating clerical procedures . September, pege 28 by John M. Anderson... October, page 30 
; * How Westinghouse cut order processing time How a “middle sized” firm mechanized sales 
Ft A by sixty percent analysis at reasonable cost 
ey by Ralph Arlin .-..--.---December, pzge 38 by James 2 | ee eee October, page 38 kage 
: The nine basic rules to follow to insure best vais 
results from work —— as 
by Ernest W. Fair... su--sseee-es+-eee-----Lecember, page 70 
Layout and Equipment 
Yesterday—a luxury hotel ; today— a striking Tools of the Office 
ie ap AIM July, page 32 by Robert Beeman 
1925 Office gets 1956 look by moderniz ing par- 
titions and lighting ; ..August, page 66 Equipment for individual work staticns.........July, page 46 
A “first” in St. Louis area achieved by insur- Figuring equipment - adding and calculating 
ance headquarters September, page 36 machines; bookkeeping and accountirg 
Institute offices ‘'steel” the scene: show metal's machines and systems: charts, tables and 
versatile beauty... 2 October, pege 32 scales... _..----------August, page 50 f 
Office building designed from “inside out’... Octoker, page 68 Addressing and mailroom equipment... _... eptember, page 68 } 
Intricate communications system featured in Intercommunications equipment ; dictatirg } 
new Standard-Vacuum offices. 2 ........Novemker, pege 47 and transcribing equipment....................Cetcber, page 73 
Ford's new offices follow ° ‘glass and steel” Typewriters and microfilm equipment.__...... November, page 67 
RI ii sicernci cist ishvosce ae ..December, page 35 Filing equipment.....__...............--..----cse:co----s-+-s-- LeCeMmber, page $1 
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*E just turn the dial 
—get a copy 


The dial is the secret of the 
world's easiest copying 
method. It automatically 
makes all adjustments to 
copy anything. 


DIAL-A-MATIC 


makes instant photocopies of anything written, printed, typed, 
drawn, or photographed—right in your own office. 


Now get an exact photocopy of anything 
—in seconds. With the new all electric 
1957 Apeco Dial-A-Matic Auto-Stat, you 
get clear, bright, sharp, black on white 
copies—and it’s so easy. The magic touch 
dial control assures a perfect copy every 
time. Styled in polished, gleaming, stain- 
less steela-the Apeco Auto-Stat is hand- 


some, light weight, and compact. It copies 
any original up to 15” wide, any length or 
color on opaque or transparent paper— 
printed on one or both sides. It offers 
hundreds of money and time saving uses 
for every business. Priced well within the 
budget of even the smallest firm. Deliv- 
ered with lifetime service guarantee. 


Sales Offices in All Principal Cities 


Se Sy eee See sis tri big re Bi 2 sai 5 ee alk ——— — ee ee eee 
\ age Ke eaten. Ez ae rd American Photocopy Equipment Co. 

— 7 : 1920 W. Peterson Ave., Chicago 26, lil. 
Rush me without obligation your new free 
book on the Apeco improved all-electric 1957 
Dial-A-Matic, Auto-Stat plus the special re- 


ae YT 3 pe ues x "Ps 


Mail this airmail postage- 


paid card for your 


~NEW FREE BOOK im 


Plus a special report on how your type of 
business uses Apeco Auto-Stat copying. 
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AMERICAN PHOTOCOPY EQUIPMENT CO. 
CHICAGO 26, ILLINOIS 


port on how my business can use this modern 
copying method. 


Type of Busin 


In Canada: Apeco of Canada Lid., 134 Park Lawn Rd., Toronto, Ont. 


TEAR OUT THIS CARD 
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all-purpose 


"“desk-top”’ 


copy maker 


that belongs in your office 


FIND OUT HOW you can save time and money 
by speeding production . . . by cutting costly office 
paperwork ... by expediting shipping and receiv- 
ing—and hundreds of other ways to increase the 
efficiency of your business with Apeco Auto-Stat 
copying. It's all in this new free book and special 
report. Send for your copy today. 


Vie Air Mail 


BUSINESS REPLY CARD 
Ne postege stomp necessary if mailed in the United States 


S¢ postage will be pald by— 


AMERICAN PHOTOCOPY EQUIPMENT CO. 
1920 W. Peterson Ave. 


FIRST CLASS 
Permit No. 26670 
(Sec. 34.9 P.L.&R.) 

Chicago 26, tI. 


New FREE BOOK telis how you 
can use the 


APECO Auto-Stat 
in your business! 


Pa 


a special report on how companies 
in your type of business use 


_ Apeco Auto-Stat copying! 
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valuable shortcuts to 
finding profitable uses 
for Apeco Auto-Stat 
copying, no matter 
whot your business. 
They are the results of 
a department devoted 
to application research 
in every type of busi- 
ness and profession. 
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Procter & Gamble— 
(From page 42) 


cool months, the heating system will 
maintain a constant 72-degree temper- 
ature, and air conditioning equipment 
will be geared in summer months to 
maintain proper relative humidity and 
temperature. 

Outside the building, a snow melt- 
ing system has been installed beneath 
the pavement to eijiminate slippery 
walks and to prevent snow’s being 
tracked into the interior. In order to 
provide a roof-top landing area for 
helicopters should the need arise, space 
was left to build a large steel platform 
above the level of the roof. The area 
between the roof and steel heliport 
will offer air space to absorb motor 
noise during landings and departures. 

The building represents the first of- 
fice in Cincinnati equipped with a 
major escalator installation. Escalators 
run from the lobby to the fifth floor; 
and normal operating speed is 120 feet 
each minute, enabling employees to 
reach one floor from another in 15 
seconds. 

Four automatic elevators service all 
floors. In normal operation, cars will 
travel 500 feet each minute; at peak 
periods, and allowing for stops, ele- 
vators will make the trip from street 
level to the eleventh floor in about 75 
seconds. In addition, a convenience 
elevator in the west end of the build- 
ing to operate between the sixth and 
top floor and a large freight elevator 
are maintained. 

The lighting system has been de- 
signed to provide employees with 55- 
candlepower each square foot for 
shadowless light. Paints used in the 
building, light in tone but dark 
enough to prevent glare, also contrib- 
ute to lighting effects in all areas of 
the structure, 

Nearly 40 conference rooms are in- 
cluded in the building, two of them 
equipped for television and all for 
motion picture projection purposes. 
Also, most of the 720 windows are 
fully reversible, permitting them to 
be cleaned from the inside for added 
safety and ease of maintenance. 

Decorative store and marble se- 
lected to harmonize in a blend of 
finishes pleasing to the eye, yet be dur- 
able and easy to maintain, were im- 
ported from three European countries 
and six states. Besides the Spanish 
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and Italian marble used in the main 
lobby, Cipolino marble from Greece 
is placed in the fifth floor elevator 
lobby. 

To serve as headquarters for P&G’s 
top management group and for all 
departments except Manufacturing and 
Research and Development, which are 
directed from nearby Ivorydale, the 
building will contain the center for 
advertising activities, eleven _ sales 
forces, purchasing operations, and su- 
pervision and direction of overseas 
business and subsidiaries. The Comp- 
troller’s Division, Treasury Depart- 
ment, Traffic Department, and such 
staff departments as Market Research, 
Economic Research, Legal Services, 
Public Relations, Insurance, Real Es- 
tate and Office Management likewise 
are located in the Cincinnati building. 

Of historical interest is the fact that 
the new structure is located only two 
blocks from the original office and 
“factory” of Procter & Gamble, opened 
in downtown Cincinnati in 1837 for 
the production of candles and soap. 

The New York firm of Veorhees, 
Walker, Smith and Smith designed 
the building. Consulting engineering 
firm was A. M. Kinney, Inc., and con- 
tractor was Frank Messer & Sons, Inc., 
both of Cincinnati. 


Storekeeping— 
(From page 37) 


it can be maintained entirely separate- 
ly, as follows: 

When a stock item is exhausted and 
outstanding demands exist, a separate 
listing can be made as follows: 

Item 

Requisitioner 

Date of Demand 

Date of Supply 

When the new supply is received, 
the back-orders can be processed di- 
rectly from the listing and, once com- 
pleted, the listing can be passed for 
posting to the stock record card. 

Most stores contro] staffs require that 
demands for stores be made on proper- 
ly authorized requisitions and, further- 
more, that issues from stores be cov- 
ered by authorized issue vouchers. 

Where this is required, the docu- 
ments serve as accounting documents 
and prove convenient data from which 
stock postings can be made. 

It is not necessary, however, to make 
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... hundreds of thousands of 
satisfied users in business and 
industry everywhere. Writes big 
and bold on anything—in 8 
different colors. 


See it at your 
g Stationery dealer, 
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New 
for the office 


V Floor maintainer 

The Clark FM-11 floor maintainer fea- 
tures adjustable handle, flip-up wheels, 
“lifetime” lubricated ball bearings, 
matched gears and automatic safety 
switch. The motor is designed to run 
at rated brush speeds on 15 amp. cir- 
cuits. The maintainer is a product 
of Clarke Sanding Machine Co., Mus- 
kegon, Mich. (A-2) 


q Photocopying machine 

Named the “Cub” and weighing 25 
lbs., this combination printer and proc- 
essor photocopies printed and written 
material up to 9 in. in width and of 
any length. A Rheostat control on the 
top allows flexibility in selecting ex- 
posures. Hunter Photo-Copyist, Inc., 
595 Spencer St., Syracuse. Price, $195 
up. (A-1) 


A For the smoker 

A line of ash trays—the 18CR—is of- 
fered by La Salle Products Co., 2216 
N. Clybourn Ave., Chicago 14. It 
has a 714 in. base and 5% in. bronze 
screen with matching aluminum liner. 


List price, $15. (A-3) 


If further information is desired, use Reader Inquiry Card on page 90 


A Stencil duplicator 
The Roneo “750” automatic precision 
duplicator 1s equipped with a special 
Ejecto-strip which stacks finished cop- 
ies. The motor is built into the ma- 
chine head, affording storage space. 
Addo Machine Co., N. Y., distributor. 
(A-5) 


A Multi-function file folder 

The 5606 file folder features a built-in 
pocket to provide storage space, and a 
one-half slashed front to hold related 
material. It is a product of Dresser 
Products, Inc.. 152 Wheeler Ave., 
Providence 5. Die-cut window models 


(A-6) 


are available. 


q Junior-sized coffee urn 

Of stainless steel construction, this urn 
is capable of providing coffee, tea or 
hot chocolate for 50 persons at one 
serving. It is equipped with on/off 
switch, thermostat control and indicat- 
ing lights. S. Blickman, Inc., Wee- 
hawken, N. J. (A-4) 
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VY Portable binding machine 
The Semi-Automatic Speed Binder, de- 
veloped by Cummins-Chicago Corp., 
4740 N. Ravenswood Ave., Chicago 
40, measures 16 x 17 in., and stands 
less than 5 in. high. “Dial Set” con- 
trol allows opening of plastic binding 
elements to required dimensions. 


(B-1) 


V Stencil duplicating compound 
Diagraphy Compound, a product of 
Ink Specialties Co., Chicago, is manu- 
factured exclusively for use in the 
“Diagraphy” process of inkless mim- 
eographing developed by Print-O- 
Matic Co., Inc. of Chicago. (B-2) 


e 
t 


“CLEAN 


ome comeae” 


> Three-dimensional relief map 
Formed from Bakelite rigid vinyl 
sheet by Aero Service Corp., 210 E. 
Courtland St., Phila. 20, the relief map 
allows for sketching with crayon. The 
map is produced by a technique known 
as vacuum forming, in which a sheet 
of rigid vinyl is placed over a mold 


and heated. (B-5) 


If further information is desired, use Reader Inquiry Card on page i 
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A Aid to the typist 

Application of Sten-O-Aide chemicals 
to revive typewriter ribbons is accom- 
plished by re-winding ribbons through 
the device, without removing ribbons 
from machines. The device may be 
applied on black or colored ribbons. 
Kits retail for $5.50. Sten-O-Aide 
Products, P. O. Box 113, Grand Rap- 
ids, Mich. (B-3) 


A Automatic spirit duplicators 
Additions to the revised Conqueror 
line of automatic electric and hand- 
operated spirit duplicators developed 
by The Heyer Corp., 1850 S. Kostner 
Ave., Chicago 23, include feed-drive 
mechanism, precision clutches, nylon 
gears and counter belt. Named the 
“Mark II,” the duplicators also feature 
new feed release buttons and paper 


stackers. (B-4) 


vps 


A Automatic Pak-Tyer 

The Model F-6-J is used for tying 
small bundles, boxes, letters and circu- 
lars. The machine is capable of tying 
more than 21,000 pieces of mail per 
hour and adjusts itself automatically 
to any size bundle within its capacity. 
Floor space for the model is 15 x 18 
in., and it weighs 125 lbs. Felins Ty- 
ing Machine Co., 3351 N. 35th St. 
Milwaukee 16. (B-6) 


V Multicolor imprinter 

A small unit weighing 34% ounces, the 
“Roll Boy” multicolor imprinter gives 
impressions on porous surfaces for im- 
printing catalogs, folders, letterheads, 
envelopes and similar material. Force 
Western, Inc., 216 W. Jackson Blvd., 
Chicago 6. (B-7) 
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A Anodized costumer 

Designed to blend with any decor, the 
anodized costumer is available in gold 
or in gold-and-black combination. The 
costumer is a product of Glaro Ma- 
chine Products Co., Inc., Lindenhurst, 
Long Island, N. Y. (E-2) 


Reader Service: 


lf further information is desired, use 
Reader Inquiry Card on page 90 
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V Portable stand 

The Premier Foldaway portable stand 
is 29 in. in height and weighs 8 lbs. 
It features a friction-locking device 
which prevents accidental closing, and 
snap-lock to keep the stand closed 
when folded. Premier Materials Co., 
2029 N. Halsted St., Chicago 14. Price, 
$10.95. (E-4) 


q Vertical blind 

This traversing fabric vertical blind is 
being manufactured in a variety of 
fabrics from 2 to 5 in. wide. It closes 
tightly, swivels open to desired angles 
in a 180-degree radius and draws com- 
pletely open or shut. Vertical Blinds 
Corp. of America, 1936 Pontius Ave., 
Los Angeles 25. (E-1) 


V Office furniture line 

This Executive Office Group otf office 
settings, with veneer walnut top and 
matching cabinet, is designed and 
manufactured by Design Products Inc., 
P. O. Box 342, Boulder, Colo. (E-3) 


A Plastic top tables 

The Barricks 2100 Series tables, featur- 
ing Fiberesin solid plastic tops, offers 
flush type extruded aluminum edge 
and wide semi-box type steel apron 
with die-formed round corners. Bar- 
ricks Mfg. Co., 134 W. 54th St., Chi- 
cago 9. (E-5) 
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News 
pictorial 


A Century-old companies merge 
Merger of two of America’s oldest 
corporations was effected recently 
when the 121-year-old American Cray- 
on Co. and the 129-year-old Joseph 
Dixon Crucible Co. combined forces. 
Both concerns will continue their op- 
erations without change in personnel 
or policy, it was announced. Head- 
quarters, plant operations and _ sales 
staffs, however, will be maintained 
separately. Above, a handshake be- 
tween American Crayon President 
Earl L. Curtis, left, and Frank G. 
Atkinson, president of Joseph Dixon, 
formalizes the merger. 
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A World affairs forum sponsor 
In what is believed to represent the 
first forum of its kind sponsored by 
an afuliate of the National Manage- 
ment Association or any industrial 
organization, international affairs were 
highlighted at the Maytag World Af- 
fairs Forum, a panel program held 
during a recent meeting of the May- 
tag Management Club in Newton, 
Iowa. Divergence of interests was 
explored by questions from the mod- 
erator and audience to a five-nation 
panel. Seated beneath the flags of 


A Secretary of the Year 
Named Secretary of the Year by the 
Pittsburgh Chapter, National Secre- 


taries Association, Sarah E. Osborn 
tries out a new Underwood electric 
typewriter presented to her by Under- 
wood Typing Champion Chester 
Soucek. Looking on are, left to right: 
Mr. Soucek, Helen Costello, Pitts- 
burgh NSA _ president, Underwood 
Regional Manager J. D. Barnhart, and 
Mrs. Marilou Adamowski, program 
director, Pittsburgh NSA. Miss Os- 
born is secretary to the senior partner 
of Richardson, Gordon and Associates, 
consulting engineers. 
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their respective nations are, left to 
right, Jean Strauss, French consul 
general, Chicago; Ernest Ingendaay, 
West German deputy consul general, 
Chicago; Robert Whyte Mason, British 
consul general, Chicago; E. J. Dorz- 
weiler, program chairman; Dr. Joseph: 
Dunner of Grinnell College, moder- 
ator; K. B. Tandan, first secretary for 
information, Indian embassy, Wash- 
ington, D. C.; and Altemur Kilic, press 
attache at the Turkish embassy in 
Washington. 


V Medical “catastrophe” plan 
A “major medical” health insurance 
plan, providing up to $10,000 for a 
single illness or injury, has been in- 
troduced into Pitney-Bowes, _Inc., 
Stamford, Conn. Here, President Wal- 
ter H. Wheeler, center, receives a re- 
port on employee enrollments from 
Mrs. Talitha Morris, personnel clerk, 
while Charles H. Ulrich, assistant to 
the director of personnel relations, 
looks on. (SEE ALSO: Separate story, 


page 8.) 
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AUTOMATION 


IN THE OFFICE 


Heart of the automatic stock quoting service is team of three: editor at right marks ticker tape for opera- 
tor (center) while checker at left watches prices on master board to catch errors. 


New unit transmits cost, payroll data directly from 


work line to tape records; Palm Beach is fiftieth 


city to install automatic stock quotation service 


STROMBERG Time Corporation, a 
subsidiary of General Time, has en- 
tered the integrated data processing 
equipment field with the Transacter, 
a unit which transmits factory cost 
and payroll accounting data instan- 
taneously from work line to a central 
processing point. 

The Transacter is a transmitting 
unit activated by data tags. Located 
at strategic points in a factory, the 
machines will automatically transmit 
information contained on the data 
tags to a central receiving tape punch 
in the factory. As any given opera- 
tion is completed, a data tag can thus 
be inserted by the worker and_ the 
fact and time of its completion re- 
corded automatically at the receiver. 

The punched tape records can either 


52 


be used to prepare punched cards, or 
can be transmitted by wire to a cen- 
tral data processing point. 

The manufacturer states that fifty 
transceivers may transmit to a single 
receiver. Data are recorded in the 
order in which they are received, at 
a rate equivalent to forty-five full 
eight-column punched cards per min 
ute, 


Stock quoting service extended 


Palm Beach, Fla., last month  be- 
came the fiftieth city in the country 
to have automatic stock quotation 
service in a local brokerage office, 
when the Merrill Lynch, Pierce, Fen- 
ner & Beane office there installed the 
Teleregister stock quoting service. 

The Teleregister system links brok- 


ers’ offices in the fifty cities to New 
York City by direct wire. In New 
York, at a central transmitting station, 
price information on 1800 stocks and 
commodities listed on 12 different ex- 
changes is sent out by eight teams of 
operators who receive the changing 
prices on ticker tape from the ex- 
changes and punch the new prices 
into specially designed keysets sending 
them out over the network. 

Prices on boards in all customers’ 
offices across the country change in- 
stantaneously. 

From its origin at the exchange to 
its appearance on brokers’ boards 
across the country, elapsed time for a 
new price to be registered is Jess than 
a minute, according to the Teleregister 
Corporation. . 
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Storekeeping— 
(From page 47) 


requisitions and issue vouchers sepa- 
rate documents. Much repetitive writ- 
ing can be avoided, clerical processing 
time reduced, and re-copying errors 
eliminated, if a combined requisition 
issue voucher is used. 

A specimen voucher is illustrated in 
Figure 3. The Remarks column would 
be used for explaining why issues are 
not being made as requested, as, for 
example, when insufficient stock is 
available and a back order is noted, 
etc. 

The requisitioning authorities should 
be requested to complete the com- 
bined voucher in sufficient copies for 
the store’s operations. 

Given effective procedures and con- 
trols at the stock card control point, 
the only bin record with which the 
storemen, selectors, and packers should 
be concerned is an identifying bin 
label or bin tag. 

The label or tag should contain no 
more data than bin location number. 
catalogue number (if the system re- 
quires this number to be 
from the location number), the item 
description, and the minimum. stock 
figure. 

The object of recording the mini- 
mum stock on the bin tag or label is 
to provide a safeguard against post- 
ing errors in the stock record cards. 
As issues are made from the bins, the 
storemen should check that the bal- 
ance is not less than the minimum 
stock figure. Where the minimum 
stock is broken into by an issue, the 
stock control point should be notified, 
to insure that re-order action has been 
or will be taken. 

Where the stock items permit it, a 
useful and certain method of “show- 
ing” minimum stock is by isolation of 
the actual quantity. This can be done 
by segregation in the bin, special wrap- 
ping or marking, or other distinguish- 
ing identification. 

To avoid interference with the nor- 
mal flow of operations in a store, the 
storemen can be provided with a card 
each day on which the details from 
the bin labels can be noted for each 
stock item which has the minimum 
stock broken by an issue. The card 
can then be handed into the stock 
control point at the end of each day. 
It is, of course, equally desirable that 
the stock control point checks with 
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different . 


the physical stock, before orders are 
placed solely on the basis of the stock 
record data. Usually, the reporting 
of broken minimum stocks by the 
storemen will match the same infor- 
mation derived from the stock rec- 
ords but where this does not occur, 
a stock-taking check must be made. 

To avoid the dislocation of work 
which a complete, once-a-year, stock- 
taking check involves, there is now 
widespread acceptance of the practice 
of continuous stock-taking. 

This is done by dividing the total 
quantity of items by the number of 
working days or weeks in a year, and 
requiring that proportion to be 
checked each day or week. 

Stocktaking should be begun by 
a count of actual stock at the bins 
and then reference should be made to 
the stock records. Where the bal- 
ances agree, the stock records should 
be marked accordingly. Where dif- 
ferences exist, obvious posting errors 
should first be looked for in the stock 
records. 

If the errors are not found, the 
physical count should be repeated and 
further checks made until the errors 
are discovered or until authority is 
obtained for the adjustment of the 
stock records to accord with the ac- 
tual stocks-in-hand. 

Most stores carry stocks of items 
of widely varying value or attractive- 
ness. It is reasonable, therefore, to 
have regard to this when determining 
the frequency of stocktaking action. 
This can be done, for example, as 
follows: 

(a) Very attractive (or valuable) 
items — check 
months, 

(b) Attractive items—check every 
six or twelve months. 

(c) Non-attractive and low 
items — check 
three years. 


every 3 or 6 


value 


every one to 


As stated earlier, a periodic inven- 
tory valuation can be made by a sys- 
tematic review of the stock control 
cards involving the mathematical ex- 
tension of the stock balance against 
the latest unit price or the average 
price per item. 

When this is done, and also at the 
time of stocktaking if these two ac- 
tivities do not coincide, the oppor- 
tunity should be made to check 

(a) the continued validity of the 

minimum and maximum stock 
figures, having regard to the 
changes which take place in 


the rate of consumption of 
particular items. 

(b) The existence of dormant or 
slow-moving stocks with the 
object of insuring their use 
or arranging for their dis- 
posal, 


Operations research— 
(From page 28) 


one of his unknowns—the maximum 
profit he can expect from sale of 
his coats. Substituting this known 
value back in his original equation, 
he can find the value of X which will 
satisfy this desired value of T. Thus, 
the original quadratic equation now 
has these values: 

200X7—1000X +-(11,250—10,000) = 
0, or 

200X*—1000X+-1,250=0 

Now, the manufacturer goes through 
another mathematical maneuver to 
simplify finding his answer. Since the 
sum of all the factors is zero, he can 
multiply the equal sides by 2 without 
changing the value of the equation. 
This gives us an equation which can 
be more easily factored: 

400X°—2000X +2500—0. This can 
be factored: (20X—50)°—0 

From this final equation, we derive 
the value of X, our first unknown, 

50 

20 
. Optimum time to sell the 
coats is 24% weeks from the present 
date. 

These calculations seem complicated 
at first reading, particularly because 
our hypothetical manufacturer in this 
very simple instance could have found 
the most profitable point at which 
to release his coats by other means. 
The fact is, however, that the equa- 
tions are standard mathematical ex- 
pressions, and they can be used here 
in a business situation without com- 
plicated adaptations to give an answer 
a business man can use. Nor are they 
actually too complicated for anyone 
with a knowledge of algebra to apply. 

This demonstrates in a small way 
the varied uses techniques borrowed 
from classical mathematics can have 
in a situation. In the in- 
stance given, the businessman could 
have found his answer by graphical 
representation as well. But, whatever 
method he chooses, he is getting an 
answer—the best possible answer—by 


(To page 62) 


business 
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A Monthly Feature 


Tools of the Office 


Storage Equipment: 
Wardrobes and 
Lockers, Supply 


Cabinets 


ALTHOUGH many office personnel 
might never have become aware of 
the ever-expanding purposes of stor- 
age units, manufacturers of this type 
of office equipment continue to ex- 
plore new areas of design and func- 
tion to produce units which comple- 
ment today’s streamlined office, and 
at the same time house a great deal 
of material in: the smallest possible 
floor space. 

Indeed, so varied and purposeful a 
selection of storage units has been 
developed within recent years that no 
one can belittle the casual office work- 
er who confuses these units with reg- 
ular filing equipment or, still worse, 
holds the conviction that “storage 
equipment” is synonymous with 
“wardrobes,” and wardrobes alone. 
While it is true that wardrobes do 
represent a major type of storage 
equipment, the typical office does 
“pack away” far more material than 
the hats and coats of its employees. 

Since the handling of many types 
and sizes of forms has become a neces- 
sity in the office of today, proper 
equipment to house this increase in 
storage material is of prime concern 
both to manufacturer and management. 
This concern perhaps explains reasons 
behind the popularity of distinctive 
new models now appearing on the 
market. 

Typically constructed of steel or 
steel and glass in a variety of colors, 
this equipment features cabinet or 
tub-like units in single, double and 
sliding door models. Sizes of the 
former vary from the “skyscraper” 
model (usually six or eight shelves, 
seven to eight feet in height), to the 
latter’s desk-, counter- and file-high 
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model. Some companies feature com- 
bination wardrobe-storage units, which 
afford space for hats, coats and over- 
shoes, and shelves for general office 
supplies. 

Utility cabinets, some with glass 
fronts, are used more and more by 
offices as convenient “warehouses” for 
periodicals and books, and as show- 
cases for their products as well. An- 
other unit showing popularity is the 
open-type steel shelving cabinet, gen- 
erally offering from six to eight ad- 
justable shelves. The closed-type like- 
wise is offered, featuring enclosed 
back and sides as an aid in maintain- 
ing clean stock. 

Handy to the individual proprietor 
and small manufacturing office is the 
cabinet which contains steel drawers 
to hold small parts, while firms of all 
sizes and descriptions find drawer 
cabinets a time-saver for stacking 
past records, 

Mobility of storage units is another 
important feature in today’s office. 
Portable units, mounted on casters 
attached to tables, are gaining in 
prominence as service files. Many of 
these models are desk-size, and the 
tables to which they are linked are 
easily mountable on either side of 
the unit. Mobility of storage units 
in the typical office is invaluable from 
the dual standpoints of space conser- 
vation and accessibility. Large units 
mounted on rollers which ride on 
tracks are proving useful to many 
companies which are concerned with 
storing important, yet infrequently- 
activated records. Secured directly to 
the floor or suspended overhead, the 
tracks support one bank of units; 
immediately behind stands another 


Typical of the closed model storage 
eabinet are these three popular va- 
rieties. Top: The double sliding-door 
cabinet. Center: The receding-door 
cabinet. Bottom: The double-door sup- 
ply unit. (Pictures by courtesy of 
Supreme, Art Metal and Stolper. re- 
spectively.) 
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bank without rollers. Access to the 
rear bank is obtained by sliding one 
of the rolling units in front to the side. 
Transfer cases, for example, are mount- 
ed easily in this manner and their 
records obtained with a minimum of 
delay. Savings in aisle space are con- 
siderable, since the number of rollers 
a company may utilize is, for all in- 
tents and purposes, limitless. 

As a further insight into the vari- 
ous designs and purposes of storage 
equipment it might prove wise to 
categorize each type of unit, under- 
score its latest developments and in- 
dicate the meanings of each to vari- 
ious types of offices. 

WARDROBES: Unlike Gertrude 
Stein’s famous rose, a wardrobe is 
not a wardrobe is not a wardrobe. 
Apart from the combination ward- 
robe-storage cabinet already men- 
tioned, several manufacturers have 
introduced a variety of units which 
accent savings in costly floor space. 
Equipped with sturdy clothes hanger 
bars or rods generally located under- 
neath one- to three-tier hat shelves, 
some units can accommodate as many 
as 36 garments in less than one-third 
square foot of floor space for each 
garment. Wall-mounted multiple 
length racks also are available to pro- 
vide hanger and hat space for a bat- 
talion of office workers. Enclosed 
single- and double-door models usu- 
ally require more space than the open 
type, but they offer compensation in 
providing security against fire and 
theft. 

The combination wardrobe-storage 
cabinet, either open or enclosed, offers 
a number of models which feature 
separate storage units, bordering the 
sides or tops of the wardrobe area, 
for office equipment. 

LOCKERS: Related to wardrobes 
are individual or wall lockers of the 
single-, double- and  multiple-tier 
variety. To emphasize attractiveness 
and utility, these lockers feature new 
improvements ranging from the 
sloped top, which precludes piling of 
items on tops of lockers, to the closed 
base, which prevents dirt and litter 
from nesting underneath. Small, 
compact personal lockers, generally 
measuring 12 x 12 x 12, now enjoy 
widespread appeal among _ offices 
which desire to provide employees 
with individual lockers for head-gear 
or personal papers. In many ward- 
robe units, personal lockers — or box 
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lockers — are included within the 
general wardrobe area, often lined 
against the sides or tops of the unit. 

CABINETS: So varied are the 
uses of cabinets, that several brief 
illustrations must suffice to point up 
the diversity to which these units are 
exposed: Cabinets, or bins, to hold 
parts, equipped with shelves not nec- 
essarily of identical dimensions in 
each unit, have become valuable office 
tools in many concerns, both large 
and small. Ledge type shelving, in- 
cluding open and closed racks and 
counter units, are important to firms 
wishing to store supplies within clear 
view of their staffs. Counter- and 
file-high cupboards and storage cases 
with open, single, double or reced- 
ing doors have proved handy in offices 
where forms must be easily accessible. 
Often, these units are converted at 
will into regular day-to-day filing 
cabinets. “Work benches,” affording 
working areas and storage drawers, 
are a popular item in manufacturing 
and engineering plants. 

Following is a list indicating in 
general the nature of equipment avail- 
able from manufacturers in this line of 
office equipment. Although this sec- 
tion is not intended to include open- 
shelf equipment, mention of it is 
made in some instances. For complete 
descriptions of this equipment, con- 
sult December’s issue of Office Man- 
agement. 


The Manufacturers 


All-Steel Equipment Inc., 100 Grif- 
fith Ave., Aurora, Ill. All-Steel offers 
a complete line of steel wardrobe 
cabinets, storage- and counter-high 
combination cabinets, and lockers for 
clothing or small storage. In the 
wardrobe line, the company offers six 
sizes, ranging from 18 x 18 x 66 to 
36 x 18 x 78 inches. All except the 
18 x 18 x 66 in. model, which fea- 
tures single door, have double doors. 
All models contain full-width hat 
shelf, coat hanger rod and four hooks, 
with Bonderite-protected surfaces. Fin- 
ishes available include electrostatically- 
sprayed enamel in grey, tan, and two 
shades of green. In the combination 
cabinet line, eight sizes of regular 
storage cabinets, from 18 x 18 x 66 to 
36 x 24 x 78 inches, are available. 
Each has 6 in. closed base and four 
shelves. Two sizes of combination 
cabinets also are available, one 36 x 


18 x 78 inches; the other, 36 x 24 x 78. 
Each contains full-width hat shelf, 
half-cabinet width hanger rod, four 
hooks, and four shelves, half-cabinet 
width. Two sizes of counter-high 
cabinets are offered, each containing 
three shelves and measuring 36 x 18 
x 42 or 36 x 24 x 42 inches. This 
entire cabinet and combination cab- 
inet line features adjustable shelves on 
14-in. centers, grooved key locks and 
two keys. Each model, except the 
18 x 18 x 66 in. regular storage cab- 
inet of the single-door variety, has 
double doors. All surfaces are Bon- 
derite protected, and finishes include 
electrostatically - sprayed enamel in 
grey, tan, and two shades of green. 
All-Steel lockers include single- and 
double-tier models. Ten sizes of sin- 
gle-tier models are available, from 
12 x 12 x 60 to 18 x 18 x 72 inches; 
five sizes of double-tier models are 
offered, from 12 x 12 x 30 to 15 x 15 
x 36 inches. Four sizes of box lockers, 
measuring 12 x 12 x 12 to 15 x 18 x 
12 inches, also are offered. Single- 
tier lockers contain three single-prong 
coat hooks, while double-tier lockers 
contain hat shelf, three single-prong 
side ceiling hooks or one coat rod, 
depending upon depth. All lockers 
are electrostatically-sprayed in grey or 
green. 


Appliance Products Co., 2034 Jeni- 


fer St., Madison 4, Wisc. This com- 
pany offers the Serv-Mor Wardrobe 


Mobile storage installations constitute 
a handy innovation in storage equip- 
ment. By sliding aside front units 
mounted on rollers, easy access is ob- 
tained to unit in rear rows. (Picture 
by courtesy of Dolin.) 
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Unit, of all welded steel construction. 
The smallest unit can accommodate 
eight coats and three hats; the largest, 
72 coats and 40 hats. Unit F-42 han- 
dles 36 garments in less than 1/3 sq. 
ft. of floor space for each garment. Op- 
tional floor models on casters are avail- 
able, as well as wall units made to exact 
measure lengths. Standard finish is grey 
enamel, although special finishes are 
available on request. The company 
also supplies its own line of nickel 
plated Sturdi Hangers, made of 3/16 
in. round steel wire, with hooks 1% 
in. in diameter, Price range for floor 
models: $49.50 to $69.50: custom 
built wall models, $7.25 to $11 per 
lineal foot; Space Saver wall models, 
$13.50 to $29.50. Sturdi Hangers are 
priced at 25 cents per open hook 
type, to 30 cents each for closed hooks. 

Art Metal Construction Co., James- 
town, N. Y. Art Metal’s Director 
line of storage equipment includes 
open-, swing- or receding-door cup- 
boards for storage of office supplies. 
Of steel construction, units can be 
fitted with either plain or roller 
shelves. These shelves are adjustable 
at half-inch intervals. Counter-height 
units are available in single (23-13/16 
in. wide and 28-7/16 in. deep), and 
double widths. Standard height unit 
is 51-13/16 in. high and 21-13/16 in. 
wide. Open storage units available in 
single (18% in. wide) and double 
widths. Corner cupboards for count- 
ers also are available. Director line 
features baked enamel in standard 
grey or a wide choice of decorator 
colors including wood grains. 

Art Steel Co., Inc., 170 W. 233 St., 
New York 63. Art Steel’s Steelmaster 
line includes a variety of equipment. 
Storager cabinets are offered in a 
number of designs, some with shelves 
(either fixed or adjustable), some 
with drawers. Units are counter 
height; linoleum counter tops are 
available. Standard finishes are green 
and grey. Optional locking arrange- 
ments are offered. 

Berger Mfg. Div. SEE: Republic 
Steel Corp., Berger Mfg. Div. 

Borroughs Mfg. Co., 3002 N. Bur- 
dick, Kalamazoo, Mich. This firm 
offers cabinets in the Cyclops and 
Flexi lines. Cyclops, a  swing-door 
type cabinet, is a combination ward- 
robe-storage unit, constructed of steel, 
measuring either 18 x 36 x 78 or 24 


x 36 x 78 inches. Special features 
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include central handle, three-point 
latching device, double reinforced 
doors and adjustable shelves set on 
l-in. casters. Baked enamel in choice 
of five electrostatically-sprayed finishes 
offered. Price range: $76.30 to $92.40. 
Flexi, a sliding-door cabinet, is of the 
storage variety, constructed of steel, 
and featuring rigid construction, steel 
door units and sliding shelves; it} is 
available in a variety of measurements 
up to 78 in. 


29- and 42-in. heights. Price ra 
for steel units: $46.10 to $104; 
glass units, $61.90 to $88.10. The 
Flexi line also includes bookcases, 
open and closed storage units, and 
library shelving; the company also fea- 
tures open shelf filing units and many 
different types of wrap racks. 

Cole Steel Equipment Co., Inc., 415 
Madison Ave., New York 17. Cole 
Steel features a line of wardrobe, 
and combination wardrobe- 
storage equipment of steel construc- 
tion. Sliding-door cabinets available. 
Features include adjustable shelves 
and baked enamel finish. Sizes in- 
clude standard counter- and desk- 
high models. Some models are of the 
drawer type. Various locking  ar- 
rangements are available. Price range: 
$24 to $65. 

De Luxe Metal Furniture Co., Div. 
of Royal Metal Mfg. Co., Warren, Pa. 
Types of equipment offered by this 
company include ten patterns of De 
Luxe steel wardrobe, storage, com- 
bination wardrobe-storage and count- 
er-high cabinets. Two sizes of ward- 
robe, storage and combination units 
available: 18 x 36 x 78 and 24 x 36 x 
78 inches. Dimensions of the counter- 
high cabinets are 18 x 36 x 42 and 24 
x 36 x 42 inches. Also featured is a 
Cabinette, measuring 18 x 19 x 66 in.; 
special features include undercoating: 
concealed hinges and joints; built-in 
locking handle; rounded front corners: 
boltless assembly; vertical corner rein- 
forcements; reinforced shelf load; 
front and rear flanges for each shelf; 
adjustable shelves on 2-in. centers: 
domed bottom guides, and louvered 
backs to provide air circulation. Stand- 
ard finish is Chem-A-Cote (phosphate 
undercoating), plus baked enamel in 
office grey; various colors available at 
slightly additional cost. Some models 
are designed for use in conjunction 


storage 
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with modular office partitioning. 

Diebold, Inc., 2011 Mulberry Rd., 
Canton 2, Ohio. The Stoc-Rite line 
of cabinets and shelving for wardrobe 
and storage purposes is of steel con- 
struction and available in baked enam- 
el grey or green finishes. Stoc-Rite 
cabinets have adjustable shelving and 
may be converted to wardrobe or 
storage units. Sizes range from 18 x 
36 x 42 to 18 x 36 x 78 inches. 

Dolin Metal Products, Inc., 315 
Lexington Ave., Brooklyn 16, N. Y. 
Dolin offers a variety of storage equip- 
ment, and is prepared to make mobile 
storage installations of shelf, cabinet, 
and other storage units. In such in- 
stallations a bank of standard equip- 
ment is placed against a wall. Im- 
mediately in front of this bank is in- 
stalled a set of tracks, set in the floor. 
Other storage units, mounted on 
rollers, are then installed so they ride 
on these tracks. By sliding a unit 
to the side, access may be obtained 
to units in the rear row. This method 
eliminates aisle space between several 
adjacent rows of equipment, it being 
considered feasible to install as many 
as two mobile rows in front of each 
fixed row. 

Equipto, Div. of Aurora Equipment 
Co., Aurora, Ill. This firm specializes 
in various types of shelving, lockers 
and benches of steel construction and 
featuring baked enamel in wide choice 
of colors. Shelving units and lockers 
are produced in a number of sizes, 
while benches are four to six feet in 
length. Bench pedestals available in- 
clude drawer and shelf type units. 
Shelving units include ledge type, steel 
bins and service counters. Drawer 
cabinets in olive green baked enamel, 
with additional colors at extra cost, are 
available. Equipto’s line of locker units 
includes personal storage equipment ot 
the Modern-Flow and Equipto-Robe 
variety, featuring individual positive 
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latches for each compartment door. 
The bench drawer and cabinet selec- 
tion includes the Equipto 240 Series 
steel bench with choice of four tops: 
12-gauge steel, resinwood, masonite- 
covered steel and laminated wood. 
Price range: For steel shelving, $20 to 
$60; for lockers, $12 and up; for 
benches, $35 and up. 

Gardner Mfg. Co., 2660 Kansas St., 
Horicon, Steel storage and 
wardrobe cabinets and clothes lockers 
are featured by Gardner. The cab- 
inets, with adjustable shelves, include 
models with capacities of from 14 to 
34 cubic feet, although custom built 
models may be obtained. In grey or 
green baked enamel, the price range 
is $51 to $70. Clothes lockers, in 
grey, green or desert tan baked enam- 
el, measure 12 x 12 x 12 to 18 x 21 
x 72 inches; special sizes are built 
to order. Price range: $4 to $23.15. 

The General Fireproofing Co., 
Youngstown 1, Ohio. G-F offers 
storage cabinets of the supply and 
wardrobe variety, without drawers, 
of steel construction. Measurements 
are 4 cubic feet to 3314 cubic feet. 
Offered in baked enamel in green or 
grey, with special or grained finishes 
at additional cost, these cabinets fea- 
ture adjustable shelves and locks, and 
are convertible from storage to ward- 
robe or combination units. Price 
range: $60.25 to $141.65. 

Hamilton Mfg. Co., Two Rivers, 
Wisc. Specializing in drafting room 
equipment, Hamilton offers a variety 
of unit files for blueprints and trac- 
ings, of steel or wood construction. 
Finishes in the steel line include grey 
metallic; in the wood line, golden 
oak. Range of sizes in the equipment 
includes areas for 1000 tracings in 
horizontal units; 3000 tracings per 
drawer in vertical units; and 100 to 
400 roll tracings in roll units. Horizon- 
tal units feature roller (ball bearing) 
suspension; vertical units feature roller 
progressive suspension. Many other 
appointments for drafting rooms in- 
cluded among Hamilton’s equipment. 
Price range of its unit files: $130 to 
$450. 


S. A. Hirsh Mfg. Co., 8051 Central 
Park Ave., Skokie, Ill. This company 
features the Shely-It-All line of open- 
storage steel shelving in sizes ranging 
trom 12 x 36 x 72 to 18 x 36x 72 
inches. Shelves are adjustable on 1-in. 
centers, and the equipment is featured 


Wise. 
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in ebony  baked-on-enamel. Price 


range: $9.95 to $13.95. 

Interior Steel Equipment Co., 2352 
E. 69th St., Cleveland 4. Interior’s 
line of storage, wardrobe and com- 
bination wardrobe-storage equipment 
is of steel construction in baked enam- 
el with olive green and grey finishes. 
Bolts are concealed, and a three-point 
locking device is featured. Sizes in- 
clude 18 x 24 x 78 to 24 x 36 x 78 
inches. 

Jasin Mfg. Co., U. S. 31 at Michi- 
gan Ave., South Haven, Mich. Jasin 
offers a line of steel shelf cases, which 
are manufactured in 30-in. and 36-in. 
widths. Five heights are available — 
30, 36, 48, 60, and 72 in. Shelves are 
adjustable at one-inch intervals by 
means of a fingertip latch device at 
each end of each shelf. Grey, green 
and sand finishes are standard. Slip- 
on dividers are available to make 
units suitable for use in shelf filing. 

Lyon Metal Products, Inc., Aurora, 
Ill, Newest product from this company 
in the locker line is the Lyon Locker 
Rack, a portable locker measuring 18 
x 50 x 76 inches. Each door is 
equipped with built-in lock with two 
keys. Patented coat hanger and chain 
arrangement permits coats and jackets 
to be locked to rack to prevent theft. 

The Maine Mfg. Co., Nashua, 
N. H. The White Mountain line of 
steel wardrobe and storage units is 
manufactured by this company. In 
grey, green and walnut finishes, model 
sizes range from 134% x 18 x 30 to 
24 x 36 x 78 inches. 
$15.95 to $75. 

Maysteel Products, Inc., 740 N. 
Plankinton Ave., Milwaukee 3. The 
W R series of wardrobes, some of 
which contain space for drawers, is 
available from this company. Some 
models provide wash basin facilities as 
well. Each is of steel construction, 
featuring baked enamel finish in a 


Price range: 


Wardrobe’ cabinets often include 
space for both clothing and supplies. 
Top: A wardrobe unit with lockers 
above wardrobe area. Second: Lockers 
are set on the sides of the unit. Third: 
Storage space is enclosed within the 
unit. Bottom: A standard-type double- 
door wardrobe cabinet. (Pictures by 
courtesy of Lyon, Vogel-Peterson. 
Maine and Borroughs. respectively.) 
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variety of colors. Wardrobes, with or 
without drawer space, measure 15 x 
22 x 79; these models contain hat 
shelf and capacity for ten garments. 
Wardrobes with space for drawers, 
counter and mirror, measure 30 x 22 
x 30; these models are styled for 
single- or double-doors. Space may be 
obtained for three and four drawers, 
which operate on bronze roller maple 


Soir glides. Price range: Wardrobes only, 
eae. $64 to $108; wardrobes with space 
ig ae provided for drawers, $150 to $259. 

% . Fred Medart Products, Inc., 3535 


Fae: De Kalb St., St. Louis 18. The Medart 
on line includes steel lockers, Locker- 
i robes and Graderobes in baked enamel 
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in choice of three colors: Green, grey 
and desert sand. Smallest box locker 
offered measures 12 x 12 x 12; largest 
locker measures 18 x 21 x 72. 


Midwest Metal Mfg. Co., 1818-24 
N. 18th St., St. Louis 6. Five sizes of 
wardrobes and storage cabinets, of 
steel construction and in office grey 
and olive green baked enamel, are 
offered by Midwest. Sizes include 
15 x 24 x 66; 18 x 24 x 78; 18 x 30 
x 72; 18 x 36 x 72, and 24 x 36 x 78 
inches. Price range: $35 to $75. 


CY" being Used by leading Compames in every /dusiry 
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NEW BOOKLET TELLS: 
e How to evaluate the efficiency of 


e@ Modern systems for addressing 
labels and tags 


e The latest direct-to-carton 
stenciling systems 
| @ The key to a better shipping 
operation 


e integrated shipment addressing, 
the newest trend in office systems 


Mount 
Please 


SALES AND SERVICE IN ALL PRINCIPAL CITIES 


your shipment addressing operation 


WEBER MARKING SysTEMs, 8 Dept. 17-A 


City.. 


You can 


cut costs in your 
order-processing 


operation! 


New booklet shows how 
“integrated shipment addressing” 
speeds shipments, eliminates 
errors and saves clerical time. 

Send for your copy! 


DID YOU KNOW that you can prepare 
a shipping stencil as a by-product 
of your order-invoice writing and 
then use it to address labels, tags 
and cartons? Thousands of 
efficiency-wise companies are 
already doing it and making 
dramatic savings in clerical time 
and effort. Regardless of your 
paperwork procedure, or office 
equipment used, you can enjoy the 
benefits of integrated shipment 
addressing. 


Your free copy is waiting 
Send ‘uth it soday! 


Prospect, Illinois 
mail me a copy of “‘How to streamline your ship- 


ment addressing for speed and economy.’ 


PNG 6 ccs ttwencceancivesnsicnns Position .......0+ 

WEBER MARKING SYSTEMS , Company..........cccec cece cece ec ee cece eeseueeece 
Division of Weber Addressing Machine Co., Inc. ern 
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Northwest Metal Products Co., 1337 
E. Mason St., Green Bay, Wisc. In- 
cluded in this company’s line of stor- 
age equipment are storage cupboards, 
with or without doors; and storage 
cabinets, with or without doors, con- 
taining shelves or 27 drawers for let- 
ter-, legal- and check-size correspon- 
dence. A combination filing and 
storage cabinet likewise is featured, 
Of steel construction and available 
in standard green or grey, as well as 
other colors, this entire line offers 
adjustable shelves. Storage and com- 
bination cabinets offer non-suspension 
drawers, without rollers, and drawer 
dividers, in addition to shelves. Ca- 
pacity for each item ranges from 12, 
000 to 30,000 cubic inches. Price 
range: Storage cupboards, $69 to $116; 
storage and combination cabinets. $32 
to $91. 


Parker Steel Products, Inc., 54 N. 
11th St., Brooklyn 11, N. Y. This com- 
pany offers a variety of steel storage, 
wardrobe and combination equipment 
in olive green or grey baked enamel, 
and, at additional cost, in grained wal- 
nut or mahogany. Counter-high sliding 
door cabinets or bookcases, steel sec- 
tional bookcases, file-high steel storage 
and utility cabinets, desk-and counter- 
high storage and stationary type cabi- 
nets and utility cabinets also are fea- 
tured by Parker. Sizes include 18 x 
24 x 30, 18 x 36 x 42 and 18 x 36 
x 72 in. for the storage-wardrobe 
equipment. Self-adjusting shelves al- 
low for conversion purposes. Price 
range, $26.50 to $52.50. 


Republic Steel Corp. (Berger Divi- 
sion), 1038 Belden Ave., NE, Canton 
5, Ohio. This company’s 8000 Series 
of wardrobe, storage and combination 
wardrobe-storage equipment has a 
capacity range from 14 to 36 cubic 
feet. Shelves are adjustable on two- 
inch centers, flat key locks are includ- 
ed, and all cabinets are convertible 
from one use to another. Constructed 
of steel, the series is available in baked 
enamel in six finishes, including wood 
grain. 


Royal Metal Mfg. Co., 175 N. 
Michigan Ave., Chicago 1. Royal of- 
fers the 66 Cabinette, which is avail- 
able as either a wardrobe or a storage 
model. Outside dimensions are 19 by 
66 by 18 in. In the wardrobe model, 
the full-depth hat shelf is adjustable, 
and a coat rod is provided. The stor- 
age model has four adjustable shelves. 
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DEPENDAai is 
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You can depend on ADDO-X 

to perform the thousand and one 
adding, subtracting and multi. 
plication jobs each day with amazing 
speed.” quietness and smooth operation 
Operators are more relaxed. more 
¢ticient. more productive on ADDO-X 
machines, The STEP-O-MATIC 

lever offers calculator performance 
when multiplying. Write 

for descriptive 

literature + today 


"At 175 ram, 
TAtno on cur NEW two regina: @uchue 


four reasons 


| tt - i 
k's ADDO-X's precision 
manufacture that reduces 
operationa! noise to co whisper, 
With new fast action,” 
fingers literally dance across 
the keys. The STEP-O-MATIC 
lever offers calculator 
performance at adding 
machine cost when 
multiplying. 


Write today for literature f. 


fi 


JANUARY 1957 


aan itl 3 Mis lle at “ 


ADDO MACHINE CO., INC., 145 WEST 57TH 


ADDO macnine company, inc. 


(4% WEST S°TH STREET, WOW VORK 19. 6%. ©. CIRCLE 5 SoHo 


WEST COAST BRANCH 
WESTERN ADDO MACHINE CORP, 20 BEVERLY vO 
LOS ANGELES, CALLPORNIA. TEL Ounnime 5.226 


ADDO macnine company, inc. 
4S WEST S'TH STREET, WEW YORK 19. % ©. CHPCLE 8 eno 
WEST COAST BRANCH 

aol 


OO MACHINE CORP.. 757! BEVERLY BLVD. 


LOS ANGELES, CALIFORNNA, TEL: DUNKINK 5.7767 


—] 


ADDO.X's lightas-c-dove's feather touch, 

short key action --- minimizes finger travel and 
saves operator's energy. The STEP-O-MATIC 
Jever offers you calculator performance at 
adding machine cost when multiplying. No other 
adding machine is so saving of your operator's 
time and energy. Write for literaturet. 


ADDO machine company, inc. 


14) WEST S/TH STREET. NEW YORK te, % ¥.. CIRCLE S008 
WEST COAST BRANCH 

WESTEHN ADDO MACHINE CORP. 221 BEVERLY BLVD. 

LOB ANGELES. CALIFORNIA, TEL OUNKIRK 62707 

1 Alao on our NEW two register machine. 


Sinem os eit i weeny tara 


ST., NEW YORK 19, N.Y. e WESTERN ADDO MACHINE CORP., 
For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 


Sw $l acd nacttle1ss a, >, 
There is nothing faster* and quieter 

then the new ADDO-X 10 key 

eddmg machines with STEP-O-MATIC 
MULTIPLIER LEVER. ADDO-Xs 
lightness and shortness of key action 
minimizes finger travel and saves operator's 
energy. Precision manufacture 

teduces operational noise to co whisper 
Write for literaturet today 


ADDO macnine company, inc. 


143 WEST S7TH STRECT NEW YORK (8 NY 


WEST COAST BRANCH 
WESTERN ADDO MACHINE COMP 202) HEVERLY Bien 
LOS ANGELES. CALIFORNIA TEL OONKORK 5 2247 


* At 75 cpm. 
* Also om cur NEW toro register 4 
Bachine 


2921 BEVERLY BLVD., LOS ANGELES, CAL. ; 
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| almost made the wrong move. Lucky 


| saw the man from 


Handy DESK WORK ORGANIZER 


Steel cabinet and 6 clip binders 
in matching office gray. 


A FOLDER FILE! 


Get this all new subject refer- 
ence file cabinet. Compact, con- 
venient. Keep important facts ‘at 
your fingertips. No more file safaris. 


Elbe File « Binder co, inc. 


FALL RIVER, MASSACHUSETTS 
New York Showroom: 411 Fourth Ave. 


ONE OF AMERICA'S LARGEST MFRS, OF LOOSE LEAF PRODUCTS 


PREEI!. Weite, Dept. O-2 for 


Sheet Métal Specialty Division, . 


Follansbee Steel Corp., Follansbee, W. 
Va. This division, successors to Steel 
Service Mfg. Division, offers its Steel- 
Pride line of wardrobe, storage and 
combination wardrobe - storage cabin- 
ets, and clothing and wardrobe lock- 
ers. Cabinets, of steel, include desk-, 
counter- and file-high models in forest 
green or office grey. Measurements 
range from 24 and 36 in. in width, 
to 30, 42 and 52 in. in depth, and 
72 and 78 in. in height. Special fea- 
tures include Jet-Lok construction, 
consisting of tight U-turn linkage at 
the joints. Price range: $28.75 to 
$74.55. Steel-Pride lockers, also in 
forest green as well as pearl grey, 
measure 12 x 12 x 12 to 18 x 24 x 72 
and feature Jet-Lok construction. Price 
range: $4 to $23.35. 


Steelcase, Inc., 1491 Division, S., 
Grand Rapids, Mich. Steelcase ward- 
robe equipment is available in a vari- 
ety of sizes, and includes baked 
enamel finish in 11 colors, including 
walnut and mahogany grained fin- 
ishes. The company also furnishes 
storage cupboards, of swing- and re- 
ceding-door models, featuring either 
single- or double-doors, as well as 
storage cases and a number of styles 
of insert drawers. Price range varies 
according to type of equipment de- 
sired. 


Stolper Steel Products Corp., Men- 
omonee Falls, Wisc. Consolett line 
storage equipment offers double-door 
office supply unit combined with 
sturdy top to support office machine. 
One size: 19 x 38 x 30. Of steel con- 
struction, baked enamel in choice of 
three finishes: Silver grey, bronze tan 
and surf green. Price: $53.50. 


Supreme Steel Equipment .Corp., 
53rd St. & lst Ave., Brooklyn 32. 
Supreme offers many varieties of 
wardrobe, storage and combination 
wardrobe-storage cabinets, as well as 
lockers, shelving and parts bins. Cab- 
inets are of steel or steel and glass 
construction, featuring steel or glass 
swinging and sliding doors. Storage 
cabinets are convertible to either 
wardrobes or combination cabinets. 
Steel sliding-door cabinets have top 
suspension. Offered in many sizes 
and price ranges, depending upon 
whether storage, wardrobe, combina- 
tion, counter- or desk-high models 
are desired. The locker line includes 
single- and double-tier models, box 
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lockers and 16-person coat-rack box 
locker units. Available in baked 
enamel in choice of five finishes. 


Top Flight Products Co., Inc. 6224 
S. Oakley Ave., Chicago 36. The 
Flight line of desk-high storage and 
telephone units is a product of this 
company, and is offered in baked 
enamel in either grey or green finish, 
Units are priced at $12.95. 


Vogel-Peterson Co., 1127 W. 37th 
St., Chicago 9. Three lines of ward- 
robes are offered. First, the Office 
Valet, has a capacity from six hats 
and coats upwards; is stationary or 
portable on ball bearing casters; fea- 
tures predetermined hanger spacing on 
4-inch centers, individual hat shelves 
on “dust free” shelves, racks for um- 
brellas and a_ shelf for overshoes. 
Price range: $26 and up, depending 
upon capacity desired. The Locker- 
ette line has a capacity from 12 hats 
and coats up; its features include ad- 
justable legs to conform to unevenness 
of floor; predetermined hanger spacing 
and individual hat shelves (as in the 
Office Valet line), and individual 12 
x 12 x 15 compartments with locks 
for personal effects. Each of these 
lines offers baked enamel in choice 
of grey, olive and mist green, and 
desert sage finishes. Price range for 
the Lockerette: $37.50 and up. The 
third line, Checkerette, has a capacity 
from 18 to 48 on hangers, and from 
24 to 64 on hooks. Features include 
hanger rail shelf for adjustment for 
long garment bags or to accommodate 
children’s clothing; unit is stationary 
or portable on ball bearing casters. 
Available in baked enamel grey, with 
other colors to match. Price range: 
$32 and up. All of the lines are 
steel-constructed. 


Worley & Co., Pico, Calif. A line 
of steel lockers, baskets and_ racks, 
storage and wardrobe cabinets and 
shelving is offered by Worley. Each 
type is available in baked enamel in 
choice of four colors. Measurements 
of the steel lockers are 9 x 12 x 12 
to 24 x 24 x 72 inches; basket racks, 
9 x 13 x 8 and 12 x 13 x 8; storage 
and wardrobe cabinets, 24 x 18 x 78 
to 24 x 36 x 78. Combination storage 
and wardrobe cabinets are equipped 
with group locks. Shelving units are 
adjustable on one and one-half-inch 
centers. 
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be Now! The only one-step, 
| All-Electric Copy Maker! | ‘| 


| — 
= 
ao 
Po. & 


COPYING MACHINE 
STORY 


Make copies directly 
from your originals without chemicals or negatives 
in just 4 seconds by electricity alone! 


_ Now you can make 4-second copies of confidential executive letters and 
business data without any material leaving your office! This is All-Electric 
copying . . . and only the beautifully styled THERMO-FAX ‘‘Secretary”’ 

| Copying Machine offers it. This exclusive All-Electric process eliminates 
aa all chemicals, negatives, fumes or liquids. You get copies in 4 seconds 
| for less than 5¢ per copy, made in ordinary office light. You get copies 
es of the things you need most right when you need them most! Make a date 
line | now to find out how the money and time-saving benefits of All-Electric 
acks, | copying can serve your office. Call your local dealer or send coupon 
and | below for complete details now. 


‘lin | -- - aantni 


Minnesota Mining & Manufacturing Company 
Dept. KN-17, St. Paul 6, Minnesota 


acks, |} = 
‘ Send complete details on the money-saving, time-saving All-Electric 


THERMO-FAX Copying Machine. 


Thern PRODUCTS 


Name Se oo sacstineatcaniecigniiacenjutieiitaaiaimanianmneiaa 


Company — - —— 
pped , The terms THERMO-FAX and SECRETARY are 
MA P Address ___ I a 
; are me trademarks of y veer Mining & Ns Co., 
St. Paul6, Minn. General Export: 99 Park Avenue, . 
inch | ‘ New York 16, N.Y, In Canada: P. 0. Box 757, City ___ - ——Zone ___State _____ 
*" , London, Ontario. 


andwonmameend eee 
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Operations research— 


(From page 53) 


at Se ee 


ty borrowing the methods of mathematics 
~ ge and applying them to his own needs. 
" ; This is in essence an operations re- 
ae search approach to solving a particular 
problem. In the problem cited, with 
a so few factors considered, it would 
3 be an unwieldy approach—the manu- 
= ca facturer could more easily have made 
P out the table showing exactly what 
or he could get for his coats at the end 
= of one week, at the end of two weeks, 


at the end of three, etc. But actually 
the problem cited is simplified for 
purposes of example. Many more vari- 
eo ables usually have to be considered 
in a real situation. And here is where 
a graphical or tabular representation 
would begin to be very complicated, 
while an algebraic approach would of- 
fer a simpler way to find the right 
answer. 

This does not mean that operations 
research is purely and wholly a matter 
of mathematics. It does mean that it 
is a matter of applying logic to a com- 
plicated situation to find the most 


desirable course of action. If the situ- 
ation is very simple, instinctive logic 
can furnish the answer. If the situa- 
tion is very complicated so that many 
variables must be considered, math- 
ematics, which is basically the science 
of logic, is the easiest way to find the 
answers, provided physical quantities, 
rather than intangibles, are most signi- 
ficant in the situation being consid- 
ered. 


Basic logic sometimes enough 


Thus, any one viewing an operation 
as a whole and seeing a very obvious 
cause and very obvious effect might 
come up with a solution without ever 
putting pencil to paper. Assume you 
have two clerical processing stations, 
the second of which must depend on 
the first for its role in the clerical 
processing sequence. Assume that the 
office executive notices that the people 
in the first processing station are al- 
ways overloaded with work, that their 
desks are piled high with papers, 
while the people in the second station 
never seem to have enough work to 
do. Barring outside factors such as 
relative personnel efficiency, the logical 
conclusion to be drawn is that the 


EUREKA SPECIALTY PRINTING COMPANY 


YOU CAN SPEED YOUR MAILINGS WITH 
DUPLISTICKERS, DUPLISNAP, OUPLIQUIK, 


| € DUPLISTICKER Mail-Aids, for Ey 
y os typewriter and mimeograph. KERs 
- seal Choice of 24 or 33 addressing 
- labels to each sheet. Finest 


gummed stock. 


More and more offices have 
discovered how these famous 
EUREKA addressing labels 
can simpli 
ings. We'd like to tell you 
how they can best serve you. 


We've prepared a special 
see ie : 


and speed mail- 


Your Mailings.” 
Write today for 
your FREE copy. 


DUPLIQUIK Maid-Aids, Spe- 
cial stock for use with "spirit" 
or "liquid" process duplicating 
machines. Can also be used 
with typewriter. 


DUPLISNAP Carbon 
leaved Mail-Aids. Made in 
sets of 2, 3, 4, 5, and 6 sheets. 
Interleaved with smudge re- 
sistant carbon. For use with 


first station is understaffed in terms 
of the work load—that in order for 
both the first station to work smoothly 
and the second station to work at full 
efficiency, the work capacity of the 
first station must be increased. 

No mathematics required—just com- 
mon sense and a little investigation as 
to whether or not there is actually too 
much work at the first station, or 
whether some outside factor is respon- 
sible. Yet in effect this is a basic 
queuing problem. It’s the same type 
of problem faced by a supermarket 
chain in determining the most eff- 
cient number of checkout counters 
to locate in each store in order to 
keep customers moving in and out 
smoothly while not overstaffing the 
store in terms of personnel. Yet in 
the second instance, there are so 
many variables that must be taken 
into account, how many customers 
will be moving through the store at 
any given time, whether the custom- 
ers with the largest orders to be 
totaled at the checkout station can be 
expected when the store is most crowd- 
ed, when it is least crowded, when 
it has neither a maximum nor mini- 
mum crowd—that highly advanced 


inter- 


& ” typewriter. 
ee 524 Electric Street, Scranton, P>. 
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"1 | BETTER BUSINESS © 
f eeelIN YOUR OFFICE WITH 
L-UNIT SPACE SAVERS 
It’s easy to “stay on the beam” when your office is equipped with ASE 
L-Unit Space Savers. Decisions can be made on the spot . . . no need to 
| send out a search party for files, reports or reference material . . . every- 
) thing is within easy reach. - 
Custom plan your work space with the units that best suit your needs. 
A wide selection of telephone, storage and drawer cabinets, bookcases 
and tops can be used with the basic desk unit. Choice of modern colors. 
Your ASE Dealer will be pleased to show you how to “clear the run- 
way” for greater efficiency in your office. 
H 
See your ASE dealer or write for further information 
= 
| & There’s an ASE Dealer =F = 
= tie 
| = —I)V 
‘ALL-STEEL EQUIPMENT INC, ——| 
Aurora, Illinois a an 
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PRICE LIST—OCTOBER 1956 


_ SUB. 28 BROWN KRAFT — OPEN END, CENTER SEAM 


Open end clasp 


and gummed 


gummed flap PRICE PER 1000 ENVELOPES 
GUMMED FLAP CLASP & GUMMED 
SIZE su 10m 15m 20m 25m 50m 100m Sm 10m 15M 20m 25m som 100m 
6x9 7.95 | 7.10} 665} 640} 6.20] 6.00] 5.90] 11.25] 10.00] 9.35] 9.00] 875] 840] 8.30 
6% x 9% 8.50] 7.55| 7.05} 680] 660] 640] 6.30] 11.80] 10.50) 9.85] 9.45| 9.20] 885] 875 
7x0 10.60 | 9.40] 885} 850] 8.25] 7.95] 7.85} 13.60] 12.10] 11.35] 10.90] 10.60] 10.20] 10.10 
7% x 10% | 11.90 | 10.55] 9.90] 9.50] 9.30] 890] 8809 14.75] 13.10] 12.25] 11.80] 11.45 | 11.05] 10.90 
8.x 10's | 13.30 | 11.85 | 11.10 | 10.65 | 10.35 | 10.00 | 9.75 | 16.25 | 14.45] 13.55] 13.00] 12.65 | 12.20] 12.05 
9x12 13.75 | 12.20 | 11.45 | 11.00 | 10.70 | 10.30 | 10.20 J 16.70] 14.84] 13.95 | 13.35 | 13.00 | 12.55] 12.40 
92" 12'2 | 15.25 | 13.55 | 12.70 | 12.20 | 11.85 | 11.45 111.30] 18.15] 16.10] 15.10] 14.50] 14.10] 13.60] 13.45 
10x 13 16.25 | 14.45 | 13.55 | 13.00 | 12.65 | 12.20 | 12.05 | 19.30] 17.15] 16.05] 15.45] 15.00] 14.45] 14.30 
V2" 14'2 | 19.95 | 17.70 | 16.60 | 15.95 | 15.50 | 14.95 | 14.75 § 24.10] 21.40] 20.05] 19.25] 18.75] 18.05] 17.85 
12 x 15'2 | 23.10 | 20.55 | 19.25 | 18.50 | 18.00 | 17.35 | 17.11 | 25.80 | 22.95 | 21.50] 20.65 | 20.05] 19.35] 19.10 


PRINTING PRICE PER 1000 ENVELOPES 


PRINTED CORNER CARD 3 LINES OF TYPE — 


BLACK INK — FROM OUR STANDARD TYPE 


SIZE | 


5M 110M | 15M}20M 1] 25M] 50MI100M 
oun 95 l 2.50] 2.25]1.65}1.35]1.15} .90| .75 
1% * 18% f 
8% 11% 
1 
em 2.80] 2.50] 1.80] 1.50] 1.30]1.00 
10x13 
1p x 1445 3.15} 2.80]2.30] 1.90] 1.65}1.20] 1.00 
12x 15% 


BULK PACKED 


ALL PRICES NET F.0.8. NEW YORK CITY 


ee 


Envelope ‘dia Paper 


Corporation 


212 Fifth Avenue 


a new BINDER ror 
“OFFICE MANAGEMENT” 


Protect your copies of 
OFFICE MANAGE- 
MENT with these modern 
Vulcan Binders! Each 
binder holds six monthly 
issues and the annual 
YEARBOOK issue of 
OFFICE MANAGE- 
MENT. Binders are made 
of heavy-weight board 
and are covered with dark 
blue, drill quality, imi- 
tation leather stamped in 
gold foil as illustrated. 
Backbone panel gives 
space for labeling volume 
and year. Individual 
wires hold each issue 
securely, make insertion 
easy. 


Single Binders $3.00 Postpaid 
Two (2) Binders $5.50 Postpaid 


Enclose check with order 


OFFICE MANAGEMENT 


The Magazine for Management Executives 


New York 10, New York 
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mathematical 
called upon. 


techniques must be 

The same situation applies with 
forecasting techniques. Anyone with- 
out training in mathematics can figure 
out what chances of success or failure 
are in a situation where there are 
only two possible outcomes, each 
equally probable. Chances are exactly 
equal for success or failure in tossing 
a coin and betting that heads will come 
up. But as more factors must be 
considered, as the number of possible 
outcomes increases, the chances—the 
probabilities of success or failure— 
change their ratio. Thus, in tossing 
a coin the coin must come down either 
heads or tails. In drawing a card 
from a pack of fifty-two cards, and 
betting that the card drawn will be 
from the diamond suit, the odds 
against success are obviously higher 
than they are in the tossing of a coin. 

Forecasting is one of the basic re- 
sponsibilities of management, and 
here a whole body of mathematics 
has been available for years—the study 
of probabilities. The laws of math- 
ematical probability naturally cannot 
give a company all the answers about 
whether or not it should take a given 
course of action, but at least they can 
be applied to give it an indication of 
just what chance it has of achieving 
the results it wants from the proposed 
action. 

Assume a company that has a choice 
of manufacturing and introducing one 
of several possible brand new products. 
Introducing a new product requires 
a series of steps, each of which must 
be accomplished with some degree of 
if the final result is to be 
successful. The laws of probability 
can be used to estimate the degree of 
success that may reasonably be ex- 
pected at each necessary major step in 
the chain that will result in the intro- 
duction of the new product. Then, the 
company can make its best decision 
as to which of the product lines it 
would be best advised to go in for, 
which one shows the highest prob- 
ability of commercial success. 

These are examples of techniques, 
however, and techniques are the in- 
cidental phase of operations research. 
The techniques are available, indeed 
they have been available for years: the 
significant thing is that the techniques 
are now being applied to business as 
they have been applied in the past 
to the natural sciences. 

Thus, the real meaning of opera- 
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All controls are in the 
palm of your hand... 
with UNIMATIC 
REMOTE CONTROL 
MICROPHONE 


The new 


Omptometer 


Commander 


“Makes Dictation Easy as Talking 
to an Old Friend” 


pe ee ee 
ay ; 


je 


beret A eens 


e Dictate 

® Listen 

® Unlimited Review 

e Erase unwanted words 


® Mark end of letter... 
electronically 


© Use same machine for 
dictation, transcription 


e Lifetime belt—never wears out 


Try it FREE in your office 


Through electronic magic the portable Comptometer 
COMMANDER puts perfect letters on your desk in half the time, 
because it automatically erases unwanted words and phrases 
as you redictate your message. You hand your secretary 
perfect dictation every time. Yet, dictation is as easy as 
talking to an old friend because ALL controls are in the palm 
of your hand. 


The same machine serves as a transcriber...it’s as easy to 
transcribe as to listen, because, with perfect dictation, 


| COMPTOMETER—World’s fastest way 
| to figure. Try it FREE on your work in 
your office. Use coupon. 


Be 


Comptometer COMPTOGRAPH “202” Firm 
—No lost hand motion. More fine fea- 
tures than any other 10-key machine. 
Try it FREE—use coupon. 


there's no need for time-wasting, error-breeding pre-editing. 


Best of all, the Comptometer COMMANDER actually pays for 
itself over and over. The mailable Lifetime guaranteed Erase- 
O-Matic belt wipes clean, electronically, in a second, ready 
for re-use thousands of times. No recurring cost for belts, 
discs, or cylinders. 


Learn how easy dictation can be—how anyone can turn outa 
far greater volume of perfect letters easier, faster! Want 
proof? Mail the coupon! 


i.) 


| Felt & Tarrant Mfg. Co. 
1742N. Paulina St., Chicago 22, Ill. 
| In Canada: Canadian Comptometer, Ltd. 
765A Yonge St., Toronto 5, Canada 
() Arrange a FREE office trial for me on: 
{_] Send me literature on: 
{_] Comptometer COMMANDER 
| () comptometer Adding-calculating Machine 
| [) Comptometer comptoGRaPH 202" 


| Addre 
| Clty ___Zone____ State. 
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tions research is its emphasis on a new 
approach to business management, the 
scientific framework it gives manage- 
ment. This does not imply that man- 
agement has to learn the techniques 
of the scientist or the mathematician. 
It does imply that it has to learn 
the methods and the basic rules by 
which a body of scientific knowledge 
is organized and brought into correla- 
tion. It means, in a business situation 
that the manager must formalize his 
own thinking to a degree, that he 
must apply the basic rules of logic— 
not instinctive logic but formal logic. 

Thus, the very first aim of any 
specific operations research project 
must be defining its objectives, defin- 
ing them quite concretely and_ speci- 
fically. If several objectives are to be 
attained, they must be graded, for 


some of them on analysis may prove, 


to be contradictory. And only the 
manager, the executive, can define the 
objectives. Therefore at the very be- 
ginning of the process, he is adapting 
himself to the new way of doing 
things. 

The objectives defined and graded, 
the operations research specialists can 
then go into action to find the best 
ways of attaining these objectives, with 
the minimum risk of failure. The 
techniques are there, at least for situ- 
ations in which tangible factors are 
dominant. 

In other words, the techniques are 
tools; they are not the science itself. 
As in the first example, a given prob- 
lem may be solved in several different 
ways. It is up to the specialist to 
choose the method best suited, the best 
angle of attack. It is enough for the 
executive to know that the techniques 
are available, and just how much 
reliance he can place on the answers 
or suggestions given to him through 
operations research. 

Just what does O. R. specifically 
offer the manager? 

Peter Drucker, in an article on 
Operations Research in the American 
Management Association’s General 
Management Series No. 176, defines 
seven basic ways in which Operations 
Research can help management. do a 
better job: 

“1. It enables a manager in a busi- 
ness to see and understand the whole 
business in fairly simple terms.” By 
reduction of the various factors that 
affect a business into a cohesive and 
comprehensible whole, in which the 
chain of cause and effect can be fol- 
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lowed logically, the business as a 
whole can be seen as a working en- 
tity, and the interrelationship of each 
of the factors understood more clearly. 

“2. The second basic contribution 
of the new management tools is that 
they make it possible to make deci- 
sions with respect to one area of the 
business without ‘sub-optimizing’.” 
Since the operations of even a very 
large business can be seen as a whole, 
and the effect of each operation can 
be seen on all others, it is possible to 
avoid making changes which may im- 
prove operations in one department, 
but hamper the work of the company 
as a whole. Operations research, in 
other words, makes it possible for 
management to keep the parts sub- 
ordinate to the whole, because it makes 
it easier for management to visualize 
all the effects of any one action in any 
one place on the entire company pic- 
ture. 


All alternatives revealed 


“3. The next contribution of the 
new tools, the next thing the manager 
should expect and demand of them, 
is that they present to the manager all 
the alternatives of action possible in 
a situation.” Mr. Drucker makes the 
point that using instinctive reasoning 
does not necessarily reveal all the pos- 
sible courses of action; it may suggest 
only one or two whereas there are in 
reality a dozen. And of that dozen 
several may be preferable to the one 
or two arrived at by instinctive logic. 
The more rigid and searching opera- 
tions research approach, which ex- 
poses all alternative possibilities, thus 
gives management a much _ wider 
range of choice. 

“4. The management should expect 
—and demand—of these new tools 
that they show what risks there 
are in each course of action, what 
assumptions underlie it, and what 
efforts and resources will be needed 
to carry it out successfully.” 

“5. These new tools can determine 
what measurements are appropriate to 
a certain decision and to a certain 
area of the business.” Conventional 
use of statistics may be entirely in- 
appropriate in a given situation, since 
there are many different ways of 
arriving at statistical answers. Yet 
business has traditionally used those 
with which it is most familiar, even 
when they were actually misleading 
in terms of a given problem. The new 
techniques, since they assume a wide 


range of mathematical tools, can apply 
the most appropriate tool in each situ- 
ation, 

“6. The new tools can help the 
manager to find out who should 
know about decisions and about things 
that go on; who should have informa- 
tion, when he should have it, and in 
what form.” Since perhaps the prime 
benefit of operations research is its 
reduction of all the workings of a 
business to a comprehensible whole, 
in which the relation of each part to 
every other part is logically depicted, 
the communication flow which is nec- 
essary to insure that related parts work 
together smoothly and at maximum 
effectiveness, can also be determined 
with a high degree of accuracy. (See 
report on the recent SPA conference 
in Philadelphia, page 38.) 

“7. Finally, these new tools can tell 
the manager what to look out for in 
the future.” 

This last point really sums up the 
major value of operations research as 
a guide in decision making. In nearly 
every aspect, it is as a guide to the 
future that it is most valuable. Even 
in such a relatively simple exampie as 
the one given of the coat manufacturer, 
what he is doing is finding what will 
happen in the future—what point in 
the future is ideal for him to sell his 
coats. The most routine operations re- 
search techniques, in which an opti- 
mum solution is found for a given 
problem, are in effect a prediction that 
the realities represented by the ab- 
stracts used in the problem will fol- 
low the pattern of development that 
those abstracts do—that the real situa- 
tion will work out in actuality as the 
model of the real situation indicates 
that it will. 


Chicago— 
(From page 32) 


First of the concurrent panel groups 
included officers from six fields: 
Transportation, manufacturing, insur- 
ance, financial institutions, utilities 
and merchandising. Among mem- 
bers of the manufacturing panel were 
Donald E. Hart, assistant head, Special 
Problems Department, General Mo- 
tors Corp., who surveyed his com- 
pany’s experience with computer 
equipment and indicated as well po 
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: * __ comfortable furniture means lasting 

and favorable first impressions . . . that’s why 

companies that are going places choose 

Royal Metal Furniture. It’s inviting, functional, and 

designed to the very best standards of taste. 

Choose Royal for all your office furniture— 

and you choose the finest. 
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Collect faster, 
sell more — 
at one and 

the same time... 


Instal-Velope — the budget pay- 
ment combined coupon and envelope — adds extra 
convenience to budget payments...extra conven- 
ience that means extra profits to you. Users offer 
proof positive that complete account information on 
each coupon speeds customer payments — shrinks 
bookkeeping and overhead costs. A different adver- 
tising message on each coupon sells, and keeps 
selling, your products all year long. Instal-Velope 
Coupon Books are conveniently packed in units of 
9-12 - 18 - 24. Try them. You'll collect faster, sell 
more — at one and the same time! 


Effective Tools for Effective Monagement 


WASSELL ORGANIZATION, INC. 


Westport, Conn. 


Send Free Sample & Complete Details on 
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tential values and future applications 
of this equipment; J. W. Redding, 
chairman of the Electronics Commit- 
tee, Standard Oil Co. of Ind., and J. 
W. Schrey, assistant general comp- 
troller of The Magnavox Co. How- 
ard Marlow, staff assistant to works 
auditor, International Harvester Co., 
was fourth member of the panel. 


In relating the purposes for which 
much electronic data processing  sys- 
tem equipment has been used by 
Standard, Mr. Redding outlined what 
he termed a “rigorous” approach to 
the objectives or goals which his com- 
pany has set for each application of 
EDP: “Integrate into one complete 
system all activities pertinent to the 
application; provide a rapid and 
economical means of maintaining de- 
sired information on a current and 
timely basis; handle and enter only 
once all original information and 
make the entry a by-product of the 
transaction at the point of origin; 
perform automatically all subsequent 
distributions, summaries and calcula- 
tions, and provide tests for reasonable- 
ness to detect erratic operations or 
unusual conditions.” 


Primary problems faced by Magna- 
vox two years ago during installation 
of a computer, according to Mr. 
Schrey, were two-fold: To maintain 
properly-balanced material inventories 
and to maintain expanding account- 
ing records at a minimum cost. The 
decision to install a computer, he 
based on the results of 
conferences at management 
level, and a program for installation 
was undertaken. 


said, 
many 


was 


“We feel there is a definite need 
to emphasize the real value of the 
computer to corporate officers of the 
company,” Mr. Schrey declared. “Not 
only can these officers obtain answers 
to some questions they haven’t dared 
raise in the past, due to the impossible 
clerical task of compiling and sum- 
marizing figures, but they now have 
the tool whereby, with intelligent ap- 
plication, they may get answers in 
time to take the adequate corrective 
measures.” 

Methods by which EDP systems 
have enabled insurance firms to con- 
vert information into product and 
management control with greater 
speed, accuracy and volume than pre- 
viously were discussed by representa- 
tives on the insurance panel. These 
included Gordon C. Streeter, assistant 
actuary, Aetna Life Insurance Co., 
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Hartford; George Boddiger, assistant 
treasurer, Mutual of Omaha, and assis- 
tant vice president, United Benefit Life 
Insurance Co.; O. Jennings Davis, sec- 
retary of The National Life and Acci- 
dent Insurance Co., Nashville; C. G. 
Groeschell, comptroller, The North- 
western Mutual Life Insurance Co., 
Milwaukee, and Edward Shelley, de- 
partment manager, Electronic Develop- 
ment Department, Nationwide Insur- 
ance Co., Columbus. 

Each panelist revealed in what man- 
ner EDP systems were, or will be 
installed in his company and how 
these systems have been utilized in 
many phases of operations. Mr. Bod- 
diger, discussing ‘his organization’s 
conversion procedures, concluded by 
stating that a “big need” exists in 
the insurance business for high capa- 
city random access equipment. “If — 
or rather when — the manufacturers 
are able to provide us with such ma- 
chinery, we will be in a position to 
utilize it most effectively.” 

National Life, according to Mr. 
Davis, now maintains a staff of about 
50 persons to work on the company’s 
EDP system, scheduled for delivery 
in May. He subscribed to comments 
of Mr. Boddiger, and expressed the 
“hope that some type of random ac- 
cess to tape storage may be available” 
in the future to such companies as 
his. 

Studies of large-scale EDPM equip- 
ment for use in Northwestern dis- 
closed its feasibility, Mr. Groeschell 
declared, and conversion is expected 
to be fully completed within two 
years after the equipment is delivered. 

“We at Northwestern plan to make 
a complete conversion agency by 
agency, rather than function by func- 
tion. We can, with a relatively small 
staff of electronics systems and _pro- 
gramming people, develop and check 
all of the instructions we will need 
in the ultimate system by the time 
we can have a machine delivered. 
These programs will be tested and 
checked out on a small pilot agency,” 
the speaker concluded. 

Mr. Shelley remarked that Nation- 
wide organized late in 1954 an Elec- 
tronic Development Department, and 
in September, 1955 installed a calcu- 
lator operated in conjunction with the 
punched card installation at the home 
office. 

“Having replaced the data proc- 
cessing work of nearly 100 clerical em- 
ployees — and the number is. still 
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A clever mechanic can get along with practically 
no tools at all—if he has to! But he works faster, and 
does a better job when he has a wide variety of tools 
to choose from. 


The Roytype Representative, like a good mechanic, 
has many tools to work with. He is trained in their 
use. He has had great practice in how to apply them. 
His home office gives him seasoned guidance. 


Is it a question of inked ribbon? Of carbon paper? 
He knows exactly what to suggest for all types of 
typewriters, bookkeeping machines and duplicating 
processes. 


In fact, the Roytype Representative is a trained 
expert ...a member of an organization which is part 
of the largest typewriter manufacturer in the world— 
Royal Typewriter Company. He will help you get out 
the best possible work ... at the lowest possible cost. 


® Roytype™®... quality supplies 
for all business machines 


Roytype, a department of Royal Typewriter Company, a Division of Royal McBee Corporation 
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Largest publishers of specialized zZ 

magazines for the office management ul 
eh and office equipment fields, the 

; Geyer-McAllister publications offer . 

: a selling vehicle to reach every , 

, : I AY J 7 segment . . . every buying influence - 

O OCLL orrice systems, MACHINES, __ i" these fields. - , ‘is 

ip As the foremost authority in the office : 

; administration field, Geyer-McAllister, I 

* FURNITURE, STATIONERY, SUPPLIES through Office Management, I 

7 delivers an interested audience of 1 

ie high level executives who represent 

oi AND SERVICES, Go To : i 


the major buying influence in 
America’s largest offices. 


B the House of Authority — 


As the pioneer in the merchandising | 
of stationery and office equipment 

through dealers, Geyer-McAllister, | 
through Geyer’s Dealer Topics, 

has earned the loyalty and delivers 

the interested readership of America’s 
most substantial retail office equipment 

and stationery establishments. | 


A 


OFFICE MANAGEMENT, serving the dynamically 
expanding office market—parallels its growth— 
with a new circulation high of 24,000* man- 
agement executives concerned with office 
administration—by far the largest ABC paid 

in this field—covering every type of business 
organization and institution. 


a. a, RE = 


and reference source for management executives 
concerned with office administration. Reviews the 
fast-moving trends in office techniques, machines, 
and equipment. It's an additional ‘‘bonus’’ issue i 
for OFFICE MANAGEMENT subscribers with 

“bonus” circulation for advertisers. More than 

30,000 copies—next issue March 1957. 


OFFICE MANAGEMENT YEARBOOK. Annual review | 


GEYER’S DEALER TOPICS. Published since 1877, 
- Me pioneer, friend and counsellor fo the substantial } 
who makes it oe dealers in the stationery and office equipment field— 
“Ae . at the forefront of every merchandising trend and 
and where innovation—dominant sales influence—more than 
7300 paid subscribers—the only ABC audited magazine 
edited and published exclusively for the trade. 


WHO MAKES IT AND WHERE. Established 1879. 

Published annually. The oldest, most complete and | 
authentic merchandising and buying guide of the 

stationery and office equipment field. Trade circulation ¢ 
~more than 10,000 copies. The day-to-day tool of the j 
dealer, wholesaler and manufacturer. | 


Sor. | 
| YEAR 
GEYER-McALLISTER al 


Publications 


212 FIFTH AVENUE, NEW YORK 10, N. Y. 
BOSTON + CHICAGO «+ SAN FRANCISCO + LOS ANGELES 


OFFICE MANAGEMENT 
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going up — and having eliminated | 


the rental of $50,000 worth of other 
punched card calculators, we think 
we have the economic justification of 
our faculty through data processing 


expense reduction. Next, we think | 


we have successfully fitted the equip- 
ment to the organization, instead of 
reorganizing to fit the available equip- 
ment.” 


No resultant unemployment 


Mr. Shelley continued that his com- 
pany has not experienced mass unem- 
ployment, and that at present turn- 
over exceeds job displacement. 


Reporting on experiences of finan- 


cial institutions in 


handling EDP | 


equipment were M. E. Graves, vice | 
president, Northern Trust Co., Chi- | 
cago; Victor Lazzaro, methods super- | 


visor, Merrill Lynch, Pierce, Fenner 


and Beane, New York; Fred Manke, | 
vice president and comptroller, First — 


National Bank of St. Paul, and Lewis 
Nungesser, assistant vice president, 
The Philadelphia National Bank. 
Bruce L. Smyth, assistant vice presi- 
dent of the Federal Reserve Bank of 
Chicago, also served as panel member 
and chairman. 

Examining the various departments 
in their organizations and explaining 
necessary alterations of their func- 
tions since the switch to automation, 
the panelists concentrated on the ex- 
tended utilization of EDP machines 
throughout many sections of their 
institutions. Commenting on the im- 
portance of automation to office pro- 
cedures, Mr. Graves said: 

“We need more pure automation, 
and by that I mean automation in its 
strictest sense of the automatic pro- 
duction of steps required to do our 
daily work. Much has been written 
of the computer’s being a tool to re- 


lieve the monotony of the routine | 
worker, thereby up-grading him for 


greater things. In trust business we 
do not have monotony, but we have 
such an infinite variety of possibilities 
that the human element breaks down 


in following all those possibilities. | 
Whether we will be able to econom- | 


ically program these steps is really | 


going to be a primary question.” 


The Northern Trust Co. vice presi- | 


dent continued that “there are several 


fields of bank work in which the 


adaptation of electronics will require | 
initiation of new ways of doing things, | 


some quite radically different from 
our present systems.” 
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Shut out 
interfering 
office noise — 


—eliminate disturbances created by 
loud telephone talkers and _ inter- 
desk interference in general offices 
—confine phone conversation to 
make it confidential and free of 
error. The new Burgess - Manning 
General Utility Acoustical Enclosure 
actually puts you in an “‘Isle-of- 
Quiet” in the noisiest office. Same 
high quality sound absorbing ma- 
terial used as in the famous B/M 
“Hear-Here” Acousti-Booth. All-steel 
construction and beautifully finished 
in silver-gray hammerloid. 


YX Architectural Products Diuision of 


Bulletin A-143 


m BURGESS-MANNING COMPANY 


5980 Northwest Highway, Chicago 31, Illinois 


Manufacturers of: 


3-Way Functional Ceilings and Acousti-Booths for Telephoning 


Get Acquainted 
With 


tik-tack™ 


miracle 
 dises — 


Keep a supply of these amazing little 
fiscs on hand—use them instead of 
tacks, tape or glue. Here's why— 
they're adhesive on both sides—stick 
without damage to any surface in- 
cluding glass, wood and tile—and 
they're neat, completely out of sight 
when applied. 


What's more they're easy to handle 
—can't stick to fingers—may be easi- 
ly removed at any time and used 
over again. You'll find Stick-tacks 
perfect for mounting papers, wall 
charts, pictures, displays, window dec- 
orations, albums, bulletin boards and 
in hundreds of other helpful, practi- 
cal ways. 


ORDER FROM YOUR 


’ 
STATIONER OR FROM —F Slene 


ONLY $1.00 for 328 DISCS 
(four folders) — 


this folder contains 


82 : 
Gtik-tack \\ 


miracle discs 
can be used over and over 


stick to any surface, metal or glass 


take the place of tacks and tape 


will not stick to the fingers 


in two convenient 


all purpose sizes 


- — a ae = SS oe eee ae 
Thompson-Winchester Co., Inc. 
1299 Boylston St. Boston 15, Mass. 


| Please send ...... packs of Stik-tacks, 328 discs 
per pack, $1.00 each. 


re cle whageal Zone.... State....... 
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In order of importance to the bank- 
ing industry, these fields included 
commercial check handling, corporate 
trust, savings accounting, commercial 
loans, expense accounting and costing, 
and payroll. 

Recounting preparations leading to 
the installation of various computers 
and the importance of successful pro- 
gramming among utility firms were 
George F. Higgins, staff assistant of 
Detroit Edison Co., and Richard F. 
Scogg, supervisor of electronics devel- 
opment, Wisconsin Electric Power Co. 
Three other members of the utilities 
panel were John W. Balet, assistant 
controller, Consolidated Edison Co. ot 
New York; Paul Boyer, manager of 
accounting, Commonwealth Edison 
Co. of Chicago, and Walter J. Ott, 
assistant treasurer, Cincinnati Gas and 
Electric Co. 

Members of other industry panels 
who described automation-in-action 
among railroads, airlines and mer- 
chandising establishments included: 

Transportation: R. B. Curry, comp- 
troller, Southern Railway System; W. 
G. Hunt, general auditor, The Atchi- 
son, Topeka and Santa Fe Railway 
Co.; F. N. Nye, director of transpor- 
tation and economic research, New 


York Central System; R. M. Sutton, 
vice president and general auditor, 
Union Pacific Railroad Co.; John S. 
Woodbridge, comptroller, Pan Ameri- 
can World Airways System, and Rob- 
ert A. Wright, assistant manager of 
data processing, The Pennsylvania 
Railroad Co. 

Merchandising: Douglas Coupe, 
vice president and treasurer, Sibley, 
Lindsay and Curr Co.; Charles Faulk: 
ner, computing center manager, Spieg- 
el, Inc.; John P. Keane, assistant to 
general manager, Carson Pirie Scott 
and Co.; B. R. Silbert, controller, 
Robert Hall Clothes, and Controller 
Frank Walter of Dayton’s, Minneap- 
olis. 

Following conclusion of the first 
day’s panel, participants in the con- 
ference were invited to an Equipment 
Displays and Demonstrations exhibi- 
tion which featured EDPM_ equip- 
ment of IBM, Remington Rand and 
Burroughs corporations. 

The morning assembly of the sec 
ond day, devoted to planning func- 
tions, was addressed by Richard G. 
Canning and included another panel 
discussion by executives from the 
same six industry and business groups 
featured in the previous day’s panel. 


In his speech on planning problems 
in electronic data processing, Mr. Can- 
ning, partner in Canning, Sisson and 
Associates, Los Angeles, and associate 
research engineer, University of Cali- 
fornia, covered three major aspects of 
EDP planning: What method is pre- 
dominant; what method should be 
used, and what is the role of the 
senior officer? 

Present Planning Methods: “\t is 
fairly customary today to delegate the 
planning for EDP to the Financial 
Department of a company, primarily 
because punched card operations have 
been centered there. Concerning the 
Financial Department, there is one 
viewpoint that the department must 
treat income as something outside of 
its control, so that the only way to 
increase profits is by reducing ex- 
penses. So EDP is looked upon pri- 
marily as an expense-reducing device. 
In such an atmosphere, it is not sur- 
prising that the great majority of in- 
stallations of EDP being made today 
has been planned on the basis of 
converting large punched card opera- 
tions over to the electronic system. 
The stated objective is to obtain im- 
mediate cost savings, to reach operat- 
ing break-even as quickly as possible.” 


THE NEW 


Bronze or Chrome 
Available in ‘ 
Walnut 


171 Second Street 


543 South Rockford 


PRESIDENTIAL 
By C Aangysoin/* 


ACCLAIMED—the most beautiful desk sets! 


Walnut 
Available in 
Bronze or 


Western States contact ARCH K. ANSTY COMPANY 
Exclusive Western Distributor 


Manufactured by CHANGEPOINT, INC. 


Chrome 


San Francisco 5 


Tulsa, Oklahoma 
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Automatic, all-purpose numbering 
machine speeds up dozens of every- 
day jobs in office or plant. (Provides 
consecutive, duplicate or repeat num- 
bering.) See your dealer or let us 
send our catalog “How to Select a 
Numbering Machine.” 


Specify FORCE for the Finest 4 


| WM. A. FORCE. 


] Numbering Machine 


ae 2s eae ut at 


() Jobs go Faster... 


' 6 COm ANY, INCORPORATED 
216 NICHOLS AVENUE, BROOKLYN 8,N.Y. 


OFFICE MANAGEMENT 
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how much 
should a 

microfilm 
camera cost? 


=. is 
' fee F8 
| gee 7F fia. | 
Bi est 38 RZ by 
= = Nive le O 


MICROFILMING SAVINGS BEGIN WITH YOUR PURCHASE 
OF THIS LOWEST PRICED MOTORIZED MICROFILM CAMERA! © ELIMINATES MANUAL TRANSCRIPTION! 


OO ee 


Savings in your daily business procedures start with the cheienaien tama hen «mo ger gy 
acquisition of FLOFILM equipment! Engineered with registers, etc.) at high speed and with 
the most advanced microfilm features yet, the FLOFILM no chance of transcription error! 

9600 can save your business thousands of dollars 

annually with these exclusive features — * CUTS COST OF AUDITS, SURVEYS! 


Easily carried to the documents saving 
r valuable time and money! 


@ ELIMINATES MILES OF FILES! 
Microfilmed records save 99% of 


valuable floor space! 
ONLY TRULY @ PLUS HUNDREDS OF TIME AND 
‘CAMERA! MONEY SAVING APPLICATIONS! 
Folds up and 


closes like a 


portable onnienes “as nee seen ae FREE FOR THE ASKING! 
typewriter! “IN L Send for your copy of “An Introduction 
} Weighs YOUR HAND"! The FLOFILM to Microfilm” showin ; 
A ase g how firms such 
imatel 9600 is the only microfilm cam- ; icrofi 
ee eo =f an otk o dia magasine! as yours save money with microfilm! 


Loads as simple and easy as 
a home movie camera — pro- 
vides flexibility of operation! 


DIEBOLD, INC. Dept.21 
Flofilm Division 
Norwalk, Conn. 


Please send copy of “AN INTRODUCTION TO 
MICROFILM” at no obligation. 


Name Title 
NCORPORATE!| Conpeny 
Flofilm Division e Norwalk, Conn. Ji 
Sales and Service Offices in All Principal Cities — Guy Zone___State 
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management 


announces a new high 
Pare a } in 


office 
management 


circulation 


I. 


24,000 


NET PAID 


with the November 1956 issue* 


MAY 1953 MAY 1954 MAY 1955 MAY 1956 NOV. 1956 


*Subject to ABC Audit 
The Growth Publication 
in the Growth Office Market 


OFFICE MANAGEMENT maintains its 
pace as the fastest growing publication for 
Management Executives . . . with the largest 
ABC circulation by far, in the big office 
market, through sheer editorial value! 

For instance, it has long ago seized the 
initiative and is the spearhead for Automa- 
tion in the office; is always first with the 
practical “know-how” on office systems, per- 
sonnel, office layout, product news, Tools 
of the Office. It sponsors the Office of the 
Year Awards. 


IN PREPARATION—1957 YEARBOOK 


Published as a mandate from management 
executives concerned with office administra- 
tion. The only publication of its kind in 
the field—acclaimed for its comprehensive 
review of the revolutionary changes taking 
place in office techniques, machines and 
equipment — and for its coordinated cata- 
log-type data. The 57 YEARBOOK will 
have a bonus distribution of 7000 in addi- 
tion to the 24,000 A.B.C. paid circulation. 
Regular rates apply. Published as a separate 
13th issue. Reserve space promptly. Pub- 
lished in March. Closing date, January 15. 
Write for brochure, “The Office Market and 
How to Sell It.” Yours for the asking! 


@@ office 
management 


212 Fifth Avenue, New Yerk 10, N. Y. 
Geyer-McAllister Publications 
Publishers since 1877 
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ffice 


Mr. Canning noted it is “interest- 
ing” to find that this approach to 
planning thas been encouraged by the 
major manufacturers of electronic 
systems. Advantages of the approach 
to convert large punched card opera- 
tions to EDP are that a company may 
place its computer into action rela- 
tively quickly, procedures are better 
defined and therefore programming 
for the computer is easier, and manu- 
facturers are better equipped to aid 
a company which follows this ap- 
proach. Conversely, “short-comings” 
in this approach are three-fold: “From 
a top management standpoint, no real 
improvements are made, other than 
some relatively small cost savings and 
the preparation of a few financial 
reports on a quicker basis; secondly, 
this ‘crawling’ approach can actually 
delay the arrival of the big benefits 
from EDP; thirdly, there is no real 
evidence that this approach 


trains | 


people correctly, so that they are bet- | 
ter prepared to go after the big bene- | 


fits from EDP.” 
Recommended Planning Methods: 


“The major point to emphasize is | 


that, in the  not-too-distant 


future, | 


everyone with EDP will be ‘walking.’ © 


Almost by definition, top management 


must be looking down the road at | 


events which will occur in the next | 


three to five years, at the least. With 


respect to EDP, this means that top | 
management must become aware of | 
how electronics can really benefit the | 
business operation; must learn that | 
EDP is a powerful new tool for im- | 


proving the company’s 
position. Thus, top management must 


competitive | 


become aware of what really big gains | 
are possible through EDP. To gain | 
this understanding means looking at | 


the overall goals of the business, and 


certainly top management is in the | 


best position these overall 


goals.” 

Steps for Senior Officers: “As | see 
it, it is clearly the responsibility of 
senior officers to begin looking down 
the road at what EDP will mean to 
their companies within five years, if 
they haven’t already started doing so. 
It is up to these top management peo- 
ple to look beyond the ‘crawling’ 
stage, so as to properly estimate what 
the benefits of walking will be.” 

Several steps suggested by Mr. Can- 
ning as an aid to senior officers in- 
cluded: Recognition that the direction 
of their companies’ EDP planning 
cannot be delegated, but rests with 


to see 


these officers alone; the origination of 
a systems staff devoted exclusively to 
broad systems planning; the laying 
out of a realistic schedule for the de- 
velopment of these plans, and, most 
important, the preparation of ground- 
work for effective human _ relations 
with respect to EDP programs. 

“It is the responsibility of senior 
officers to make the final decisions 
on the direction of EDP in their com- 
pany. A lot of money and: the com- 
petitive position of your firm is at 
stake. EDP planning deserves your 
attention now,” he said. 

The six-group panel undertaking 
planning problems with respect to 
data processing equipment followed. 
Emphasis by individual panelists on 
the importance of training methods, 
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Safeguard Confidential : 
Papers from Prying 


YOUR PAPERS 


ase 


” UNREADABLE. 


_ HERE 
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Portable office paper shredding machine 
quickly, easily, and effectively destroys 
confidential papers and obsolete records 
in your own office. Quiet, compact. Safe 
and easy to operate! New low price! 


FREE 10-DAY TRIAL. 


Write for free illustrated descriptive folder 
with details of 10-day trial. 


Ask for brochure # 26 


The SHREDMASTER @../. 
9 East 40th Street, New York 16, N. Y. 


Manufacturers of the most complete line of 
Office and Industrial Shredding Machines! 
A Division of Self Winding Clock Co., Inc. 
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IS YOUR BUSINESS GROWING? 


If it is, then your FILES must be growing at a propor- 
tionate pace! But HOW are they keeping pace? Is your 
index system inflexible, outmoded, wasteful? Are addi- 
tional filing cabinets eating up more and more valuable 
floor space? Here are 2 products—exclusives of Reming- 
ton Rand—that are engineered expressly to meet those 
“growing” needs! 

VARIADEX®-Scientifically developed alphabetic fil- 
ing—permits UNLIMITED file expansion without waste. 
Your files grow automatically as your business grows... 
completely eliminating costly waste of discarded indexes 
and laborious reindexing. But that’s not all... VARIADEX 
color coding cuts reference and finding time as much as 
80%! VARIADEX—as modern as tomorrow. 
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KOM PAK T-the revolutionary new line of files— gives 
you an extra drawer in every file. You can save up to 50% 
of your costly filing floor space ($3-$6 per sq. foot!) ... 
for example, by replacing 4-drawer files with 6-drawer 
KOMPAKT files—and you'll still find the top drawer read- 
ily accessible. And KOMPAKT has superior construction, 
smoother operation and beautifully streamlined appear- 
ance—as modern as tomorrow. 

Get full particulars on these TIME-SPACE-MONEY- 
SAVING products . . . write Room 1128, 315 Fourth 
Avenue, New York 10. Ask for LBV666—“VARIADEX” 
and LBV676—“KOMPAKT.” 

Remington. Freand. 
DIVISION OF SPERRY RAND CORPORATION 
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the economics of a data processing 
machine system and the ultimate 
choice of equipment was stressed 
throughout, and was combined; with 
actual case studies involving individ- 
ual companies. 

Members of the panel included 
Frank E. Martin, vice president and 
comptroller, and K. H. Lyria, assist- 
ant comptroller, both of the Illinois 
Central Railroad Co., Transportation; 
Reinhard Huebenthal, industrial com- 
puter section, General Electric Co., 
and members of the previous day’s 
Applications panel, Manufacturing; 
Carl Marquardt, vice president, C. B. 
Rust, executive vice president, Bernell 
Miller, vice president and comptroller 
(Life), Read R. Hanback, vice presi- 
dent for accounting, and Frank M. 
Mittelbusher, vice president for sta- 
tistics, all of State Farm Insurance Co., 
Bloomington, Ill., Insurance; Bruce L. 
Smyth and other members of the 
previous day’s panel, Financial Insti- 
tutions; Gordon Corey, vice president, 
Paul Boyer, manager of accounting, 
and other members of Common- 
wealth Edison Co. of Chicago, Util- 
ities; and members of Sears, Roebuck 
and Co., Chicago, and others of the 


previous day’s panel, Merchandising. 

James Lorie, associate dean, School 
of Business, The University of Chi- 
cago, explored “Capital Budgeting 
Problems in Automation Planning” 
during the luncheon session, and Ed- 
ward L. Wallace spoke on “Policy 
Decisions for Automation.” Profes- 
sor Wallace, of the School of Business 
Administration, University of Buffalo, 
opened the “Policy Problems” phase 
of the conference by examining policy 
decisions for electronic data processing 
programs. 

A final panel, “Policy Decisions — 
Management Points of View,” was 
undertaken in the afternoon by Rich- 
ard S. Burke, assistant to the presi- 
dent, Sears, Roebuck and Co., Gen. 
Clinton F. Robinson, president, The 
Carborundum Co., Mr. Corey, and 
Robert M. Smith, editor of Office 
Management. 

Following development of an in- 
tegrated plan for installation of EDP 
equipment, Mr. Burke declared, man- 


templates those changes in your pres- 
ent operations which the mechaniza- 
tion will permit, in order that you 
control your business better and do 
it for less money.” 


“In other words, everything you 
are now doing must be questioned in 
light of the opportunities presented 
by the equipment available. It must 
be recognized that the whole process | 
of automation in office work is going | 
to have the same effect personnel-wise | 
as automation in manufacturing. The 
implication in our entire economy is 
that as engineers develop better ways 
to do things, each of our workers is 
permitted to become more productive 
and be worth more money. This in 
turn raises the standard of living, } 
permits more private spending and, 


in turn, further economic develop- [ 


ment.” 

Effects which computer installations 
are having on top management think- 
ing formed the nucleus for discussion 
by Mr. Smith, at the conference’s final 


; : - Y 
agement should recognize that such session. First of these, he con- . 
a plan certainly should not represent tended, will be an “expansion of the . 
merely the ultimate mechanization of — effect and the influence within the i 
all steps a company now undertakes, | company of a person responsible for " 
but should be a plan which “con- administering activities from a_cen- d 
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HANGING FOLDER 
WITH | 
ADJUSTABLE . 
METAL TAB 


| *T. M. Reg. 


to a desk” | 


speeds efficiency—ups morale 


wile O,folter 


Your “filing and finding” problems disappear when | 
you use Guide-O-folders in your active files. Not 


BOSTON CHAMPION 


PORTABLE PENCIL SHARPENER 


now in decorative green, blue, sand-tone, and 
gray colors - 
e sharpen pencils at desk—fast—no 
more sharpener searches 
@ saves much more in time and effici- 
ency than actual cost in brief period 
e a low-cost quality item that helps 
desk workers feel more important 


Send for free comprehensive report on sharp- 


BOSTON 


eners, Booklet R, 


C. HOWARD 


HUNT 


PEN CO., Camden 1, N.J. 


PENCIL SHARPENERS 
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only do you save both time and money but you 
remove the drudgery from the filing department 
and make it a pleasant place to work. 
You will appreciate the speed and accuracy with 
which your records are filed and kept instantly 
available for reference. Your clerks will appreciate 
the ease and accuracy because all the tugging and 
ulling of ordinary folders is eliminated. Guide-O- 
folders just glide back and forth on their steel 
frames with finger tip ease. 
Ask your local stationer or office equipment dealer 
to show you how Guide-O-folders will solve your 
filing and finding problems. 


GUIDE SYSTEM & SUPPLY CO. 
335 Canal Street New York 13, N. Y. 
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Model 1000 takes two 
T8 15-watt tubes. The 


: |g ‘Try this one for 


sa finish is statuary- 
= | style. e.. oner beatahdeg Oe 
" special order—gray, 
x frost-green or frost- 
is | tan. Patented and 
ys patents applied for. 
is 5 ° 
- It’s the pace-setting 
£ | . 
* | DAZOR Flexible-Arm 
ns 


e | Fluorescent Desk Lamp Do You Prefer Incandescents? 


| 
- You have some questions about desk lamps, whether you 
are choosing your own or equipping a large office. For 


New Executive-Type 


' | example, will this Dazor do a thorough lighting job? Yes; DAZORS are Air-Cooled 
ne | it’s a big two-tube fluorescent with a 2014-inch reflector. Each 

ey user locates the light where desired—8 to 14 inches above 

“i 


the work area—by means of the twin Flexible Arms. « 


How about style? The lamp’s modern design speaks for itself, 
and you have an option of four decorator colors. Value? 
Dazor’s Model 1000 is often described as “a lot of lamp for 
_ the money.” It’s the standout in the popular-price range. 
' Authorized Dazor Distributors and their Dealers are also 
showing five brand-new incandescent models. Call your sup- 
| | plier soon, won’t you? Dazor Manufacturing Corp., 4481-87 
Duncan Ave., St. Louis 10, Mo. In Canada: Amalgamated 
Electric Corporation Ltd., Toronto 6, Ont. 
This Dazor Swing-Arm Model 1056 pairs 
[ gees: , high style with diffused indirect lighting. The 
} shade is never hot because it crowns a con- 
cealed reflector with an air passage between: 
Finish is frost-green, combined with brass: 
On special order—frost-tan with brass; 


ANOTHER QUALITY FIXTURE 
BY THE MAKERS OF 


Unrestricted placement of high-intensity 


Oy ZOR FLO ATING LAM Es lighting and a compact, cool reflector are 


features of Dazor’s Floating-Arm Model 1057. 
Arm extension is 21 inches. Frost-green 
— J FLUORESCENT and INCANDESCENT finish. On special order—frost-tan. 
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tral point of concentration. This 
means that we have a strong new 
contender entering the executive suite 
— the man charged with the respon- 
sibility for the company’s information 
production line. He’s a new breed 
in top management circles; he hasn’t 
come up through sales or production 
— he’s come up through the office, 
through administration of clerical 
functions. As a new breed, with grow- 
ing new powers, he may have a very 
profound effect on American business 
as a whole.” 

Other effects mentioned were a 
vastly increased emphasis on system 
design and increased pressure on man- 
agement as a by-product of computer 
installations. 

“Now information can come 
through to management much more 


0S.A.7066 


SRASERSTIK 


you erase without 
a trace 


Smart Secretaries and Typists 
depend on EraserStik to 
make erasures without leav- 
ing tell-tale ghosts. 
EraserStik removes a single 
letter without blurring the 
word. Perfect for pencil, ink, 
typewriting. “Ask your Sta- 
tioner for the original pencil- 
shaped, white-polished 
EraserStik. 

7099 & 7099B gray, all- 
utility EraserStik for pencil, 
ink or typewriting. 

7066 & 7066B for those 
who prefer a soft, red type- 
writer eraser, 


BdcRersawv 


sep 


7099 B/ 


bei 


[ SERVICE) U.S.A. 


With Without 
brush 20¢ brush 10¢ 


FABER-CASTELL 


PENCIL CO., INC. NEWARK 3,.N. J. | 


HSERSY TIA & 


quickly than ever before,” the New 
York editor continued, “and manage- 
ment’s cushion of time in which to 
work, because of the time lag in the 
whole information cycle, has been 
stripped away. That makes manage- 


ment responsible for making decisions 


based on that information quickly and 
decisively. 

Following a discussion of mathe- 
matical estimates of the future for the 
computer, Mr. Smith concluded: 

“Management now must steer a 
much more careful middle course 
than it has in the past. It is subject 
to many new influences and aids 
which it cannot afford to ignore. It 
must take them into account, and 
use them intelligently. But it must 
not let itself be overwhelmed by them. 
They are still aids, not answers. They 
help in finding the answers, but they 
must not be allowed to become a 
divine oracle which management fol- 
lows blindly.” 


SPA— 4 
(From page 39) 


certain responsibilities in 
Each of them: 

1. Received a 
tives. 

2. Did research. 

3. Did planning. 

4. Integrated his 
and below. 

5. Obtained and trained personnel. 


common. 
directive or direc- 


above 


planning 


6. Evaluated personnel. 

Each of these basic characteristics 
was in turn analyzed, Hertz reported, 
as follows: 

“Receipt of directives. Each admin- 
istrator must receive a set of objec- 
tives (explicit or implicit) and infor- 
mation as to the timing and flow of 
his decisions from the next higher 
‘evel. The manner of transmittal of 
such directives is of considerable im- 
portance from a_ standpoint of or- 
ganizational analysis, as is the detail 
that they contain. 


“Research. This is an area of every 
administrator’s activities, and analysis 
is required to provide alternatives, 
and evaluation of these for decision 
making purposes. Obviously at the 
work bench level this area is far less 
important than at higher levels in 
the hierarchy, but is not necessarily 
omitted. Research was found to fall 
into three general categories: 

“A. Intelligence research: gathering 
information and analyzing the extern- 
al environment of the company, de- 
termining what other companies are 
doing in the field of the individual 
administrator, competitively and oth- 
erwise. 

“B. Design research: analysis and 
development of ‘systems’ for operating 
and improving the profit-making ca- 
pabilities of the particular adminis- 
trative functions, and 

“C. Operations research:  experi- 
mental or hypothetical evaluation of 
alternative courses of action. 

“Planning. At each level the ob- 


SOF 


ACOUSTICAL CABINETS 


FOR ALL NOISY 
OFFICE MACHINES 


| 


> HILLS orice — 
NE 


macHine WO/SE 


ITS SOURCE! — 


ary 


AT 


Colds from NOISE can be controlled 


The sharp metallic vibrations in machine noise cause extreme fatigue . 
. result, people are more susceptible to colds. 


body resistance . . 


Acoustinets ‘soak up’ the harmful metallic vibrations of noise 


less tired . . . 


© 1957 


(Gate 


_— Results guaranteed—Or You Do Not Pay! 


Write for details. Give machines, makes, models you use and measurements. 


425 AMERICAN STANDARD BUILDING 
BUFFALO 7, NEW YORK 


73 For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 


. - lowering 


. . « thus, people are 


resulting in healthy personnel—the best kind of working conditions. 
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Leave it to a woman to quickly note and 
appreciate work-saving efficiency. But it’s the 
man behind the new Shaw-Walker Work- 


New Work-Organized Desk (a beauty, too) is 
really amazing help in getting day's work done 


FOOTER OOOOH EEE EEE SEES EEE EEE ESTE EEE EEE ES EEEE SEES SEES SESE EEE EEE EEEEE SEES EEE EEEEEEEEEEEEEEEEE EES 


His wife knows why he gets home on time now! 


ordinary desks. And imagine 
this! There’s even drawer space 
for your telephone and waste- 
paper. Really ingenious! 

With the desk top clear and 
everything efficiently organized 
in the drawers you just can’t help but do more, 
easier. An office equipped with Work-Organized 
Desks is a far more efficient operation. 


” Organized Desk who profits. He gets away from The 292-page Shaw-Walker “Office Guide’’ 
| the office earlier and is less tired. pictures, describes and prices 86 models of 
“s Ingenious Work-Organizing drawers provide color-styled Work-Organized Desks and 5,000 
space for letter trays, paper folio, card files, other items. Ask our local branch store or 

ay! binders and other items that clutter the top of dealer or write Muskegon 11, Michigan. 


n “Built Like o 


Skyscraper’ 


Largest Exclusive Makers of Office Equipment 


Muskegon 11, Mich. Representatives Everywhere 


GHAW-WALKER 
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jectives and an administrative pro- 
gram for the next lower level must 
be prepared (explicitly or implicitly) 
as well as an organization plan which 
must logically fit these. These form 
a program of objectives and an out- 
line of administrative activities and 
comprise the directive to the next 
lower level, in such detail as is re- 
quired to assure the proper flow and 
control of administrative decision 
making. 

“Integration of planning. Integra- 
tion of the overall company’s admin- 
istrative program requires the trans- 
mission of a directive from one level 
to the next. Integration also requires 
the review and approval of the plan- 
ning of the next lower level if the 
network of decisions is to be subject 
to the proper control. The merchan- 
dise manager, for example, would re- 
view the plans of his department 
heads to make sure that merchandise 
‘would be selected in time, quality, 
and quantity, to meet the various 
deadlines as ‘set forth in the directives 
he had received. As another step in 
the integration process, he would 
transmit to his superior his own plans 
and those he had approved for his 


subordinates — in this case to the 
chief executive. In addition to review 
and approval of planning, a review 
of the integration activities of the 
next lower level is also necessary. 
Thus, the chief executive would re- 
view the manner in which the mer- 
chandise manager was integrating the 
plans of his department head. In 
addition, each level would review the 
personnel activities of the next lower 
level — recruitment, training, evalua- 
tion. Finally, each level reviews with 
his superior progress towards objec- 
tives. 

“Obtaining and training personnel. 
It is the responsibility of administra- 
tors to see to it that their own areas 
are provided with the necessary per- 
sonnel, timed to fit the programming 
as described above, and that the in- 
dividuals are trained to do their jobs. 

“Evaluation of personnel. A_ re- 
quirement for dynamic control of the 
administrative process is that the per- 
sonnel be evaluated periodically, in an 
informal or formal manner, but nec- 
essarily in accord with the time sched- 
ule of the administrative program.” 

The usual distinction between line 
and staff as far as decision-making is 


concerned is not completely valid, 
the speaker maintained, because mem- 
bers of the staff, through their influ- 
ence on the line people whom they 
serve, are actually -a vital part of the 
decision-making process. And the re- 
lationship is reciprocal, so that re- 
search and planning are legitimately 
a part of an administrator’s duties. 
Thus, the president of the company, 
while he himself does not do research, 
arranges that it should be done—and 
this is part of his job. 

“In the case under consideration, 
operations research was part of the 
chief executive’s administrative out- 
line, although done by a specific in- 
dividual with his own staff; it was 
indeed part of the chief executive's 
decision-making apparatus. Each line 
function thus becomes conceptually a 
focus of a number of behavioral ac- 
tivities leading to decisions. The 
president, as an individual, would in 
this scheme also play a part — the 
chief executive’s administrative func- 
tion. 

“Staff functions are then controlled 
by the same logical integrative con- 
cepts being applied to the organiza- 
tion as a whole.” 
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The analysis applied as a part of 
the operations research program thus 
is a process in which alternatives for 
various decisions are conceived, se- 
lected, and transmitted in a logically 
timed sequence in conformity with 
constant objectives, the speaker de- 
clared. 


All links interconnected 


Each link in the administrative 
control process is connected in a logi- 
cal manner to every other link, ac- 
cording to the speaker. This permits 
the entire pattern to be put in logical 
outline form calling for development 
of objectives and making of decisions 
in a sequential manner. 

Since each decision leads to a series 
of sub-decisions, and each objective to 
a series of sub-objectives, it is possible 
for each task in the company routine 
to be traced in a continuous manner 
throughout the organization, just as 
work flow is charted on an organiza- 
tion chart, Hertz continued. 

Such an expansion of points for each 
successive administrative level is im- 
plicit in the directions it receives from 
the next higher level, and the execu- 
tives’ own knowledge of the details 
of their jobs, and how they can best 
play their roles in executing the direc- 
tive from above, the speaker continued. 

Thus, each administrator in the sys- 
tem actually receives an outline of his 
objectives in his directive from above, 
and of the timed decisions he must 
make if the overall objectives of the 
firm are to be met. In this way, 
all outlines for all executives in the 
firm are alike, the speaker said. This 
being true, both the organizational 
level of the executive, and the degree 
of detail of the outline which that 
executive receives from above can be 
designated numerically. In the com- 
pany he was discussing, the chief ex- 
ecutive was designated 1, division 
heads were 2, department heads 3, etc. 
The simplest type of administrative 
outline was designated A, the next 
most detailed B, the third C, and so 
on. 

The company was then able to rep- 
resent symbolically the decision-mak- 
ing responsibility in any given course 
of action for each executive in the com- 
pany hierarchy—the behavior he was 
to follow in carrying out his share of 
the total company job by a combina- 
tion of the number representing his 
level in the company, and the letter 
representing the detail of the outline 


of the objectives he must meet if the 
total company goal is to be met. When 
dates were attached to these various 
“behavior symbols,” it was possible 
to construct a wholly symbolic picture 
of the whole movement of decision- 
making from the top down for every 
given program. 

With such symbolic representations, 
it was then possible to carry out an 
operational analysis showing precisely 
who had to know what and when 
in order to get his job done by simple 
algebraic means. By mathematical 
manipulation of the symbols it became 
possible to determine: 

1. What information was being re- 
ceived by administrators. 

2. Where duplication of information 
was occurring. 

3. The sequence in which informa- 
tion was received. 

4. The way in which an informa- 


tion system could be devised that. 


would provide the right information 
at the right place at the right time 
with maximum efficiency. 

An analysis such as this of admin- 
istrative activities through operations 
research techniques, Mr. Hertz said, 
can give any company: 

Methods of improving the planning 
and decision-making process. 

Visible integration of administrative 
behavior throughout a company. 

Scheduling of administrative activi- 
ties in a logical, efficient, and consis- 
tent manner. 

Control of administrative activities. 

Assured flow of decision-making ac- 
tivities, by insisting that alternatives be 
included in the planning cycle. 

Control of the methods used to se- 
lect alternatives for action. 

Speaking concurrently with Mr. 
Hertz at the Wednesday morning ses- 
sion, Fred V. Gardiner, director of 
executive study groups, Fred V. Gardi- 
ner & Associates, Milwaukee, discussed 
the need for changing traditional 
methods of administering business in 
order to insure a continuing growth 
of the American economy. 

The future will inevitably bring 
new ideas and new techniques for 
achieving business’ traditional profit 
goals, Gardiner said. But there is a 
danger that business may become s0 
fascinated by the rapid technological 
advances being made today that it will 
fail to analyze and revise sufficiently 
its owe thinking and its owa tradition- 
al administrative patterns. 

Moreover, he pointed out, the coun- 
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try now for a long time has been in 
a situation where it has been operating 
at 100 per cent of plant capacity in a 
sellers’ market, which made it possible 
for inefficiency to become firmly en- 
trenched in production and manage- 
ment. Management has forgotten to 
emphasize cost cutting methods in this 
period of prosperity, he asserted. 

And this forgetfulness may be more 
serious than it appears at first glance, 
he continued, because if the need 
should come to cut costs in the future 
the old traditional methods will no 
longer work. In other words, manage- 
ment, by forgetting the emphasis on 
keeping costs pared has lost the initia- 
tive in developing new methods of 
cost analysis and reduction which 
would aid it in an emergency. 


Direct labor costs dropping 


For example, he said, the ratio of 
direct labor cost to cost of finished 
product is steadily dropping. Today, 
direct labor accounts for only seven 
per cent of the cost of a finished prod- 
uct, and by 1965, the speaker esti- 
mated, it would account for only five 
per cent. Thus, in an emergency cuts 
in direct labor costs would not drive 
total costs down enough to save the 
situation. 


This means management should 
subject all its indirect costs to a much 
more searching scrutiny on a continu- 
ing basis, the speaker declared. And 
the best place to institute indirect cost 
control is in the individual department 
where money is being spent, rather 
than on an overall basis after all fig- 
| ures have been sent through the ac- 
| counting department, he maintained. 


| Greater emphasis on tight control in 
| the individual department has another 
| advantage in that it makes that de- 
| partment’s own figures more accurate, 
he said, so that eventual accounting 
totals are correct. This is being over- 
looked in many companies today. 

A company may have punched card 
payrolls, carefully checked, he de- 
clared, yet all the figures on which 
they are computed may be based on in- 
accurate timekeeping records. 


Controls at the department level ac- 
complisa three things, he said: 

They give greater emphasis on cost 
contro] at the level where the money 
is actually being spent. 

_ They give more accurate figures at 
| the source. 

| They weld the management which 
| must use figures and the accountant 


| 
| 
| 


who records them into a team working 
together, instead of two separate ele- 
ments. 

“Tomorrow's cost reduction must 
come in indirect costs by means of 
better method, and better equipment,” 
the speaker concluded. “Business must 
recognize this and prepare for it.” 

Advancing technology will make 
this emphasis even more important, 
he declared, because high speed equip- 
ment “does not tolerate mistakes,” and 
is not very advantageous unless mate- 
rial comes to it and leaves it in a 
properly scheduled flow. 

The third concurrent session on 
Wednesday morning was concerned 
with new developments in the product 
field. Speakers were E. A. Champion, 
manager, Methods Department, Ad- 
dressograph-Multigraph Department, 
and Eugene H. Perlman, Manager of 
Commercial Sales, Bizmac Marketing 
Department, Radio Corporation of 
America. 

The final program speaker, Harold 
C. Stott, vice president and treasurer, 
Albert M. Greenfield & Co., discussing 
the impact of automation on the west- 
ern world’s political and economic sys- 
tems, warned that automation would 
inevitably mean increased unemploy- 


GIVE YOUR 
DOCTOR A CHANCE 


400,000 Americans, leading 
active lives today, are liv- 
ing proof of the fact that 
cancer can be cured if de- 
tected in time. Give your 
doctor a chance to give you 
this protection by having a 
physical checkup every year 
of your life. This should in- 
clude a chest x-ray for men; 
for women, a pelvic 
examination. Make it a 
habit... for life. 
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ment among unskilled workers, both 
manual and white collar. 

“While total population grows there 
will be less need for the untrained,” he 
declared. “We must prepare our 
thinking and ourselves for the day 
when all of these will be well paid 
for negligible work—or for no work 
at all, just to permit the system to 
function without interference, so as 
to reap the largest overall total bene- 
fits.” 

Moreover, there will be increased 
unemployability of present — skilled 
workers, he predicted, “who are too 
old or too inflexible or who are un- 
willing to learn new skills or to shift 
to entirely new tasks.” 

Such workers, too, must be provided 
tor, even by receiving full pay for no 
work, if the economic system is to 
continue on an even keel, he said. 

Workers who do adjust will work 
shorter hours, he declared; much less 
time will be devoted by the great 
majority of people to earning a living, 
no matter how high the standard of 
living may be raised. 

Automation will temporarily “ele- 
vate” a large group of industrial elite 
-—technicians, mathematicians, and en- 


ELECTRONIC 
CHECKS ON 
LITHOSTRIP 


Continuous Forms 


up to 90% of sorting costs 
SAVES with automatic reconciliation 


PRE-PUNCHED, PRE-NUMBERED TAB CARD 
CHECKS “ride free’’ on CONTINUOUS forms... 
useful on tabulators, teletypes or typewriters. 
CHECK RECONCILEMENT is obtained at a tiny 


fraction of manual cost by —_ punched card 
sorter, coll and 


ELECTRONIC CHECKS also available on Litho- 
sets . . . requires no change in your present 
method of preparing checks. 

We engineer many types of office 
forms. CONSULT US. 


500 BITTNER ST ST. LOUIS 15 MO 
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gineers. This status will not be perma- 
nent, he declared, because its desir- 
ability will attract so many people to 
it. As the numbers of such technical 
leaders increase, the prestige of the 
group as a whole will diminish. 

It will be necessary also to re-orient 
the entire educational system above 
the grade school level, the speaker 
said, because the college degree of to- 
day will be as common tomorrow as 
the high school diploma is now. 


Social system challenged 


“But above all else,’ he continued, 
“the coming generations are going to 
have to learn to live and particularly 
to live with themselves, while work- 
ing many fewer hours on a much 
higher economic and social standard. 
This will be a challenging test of our 
social system. Education alone will 
permit its success.” 

The future will also bring an in- 
finitely greater knowledge of all the 
factors influencing the economic sys- 
tem through advances in measurement 
made possible by electronic data proc- 
essing, the speaker predicted. 

“Actually we now know very little 
in comparison with what we. shall 
actually be able to learn through elec- 
tronic data processing alone,” he con- 
tinued. “For example, it is clear right 
now that as soon as sufficient equip- 
ment is available, and enough men are 
trained to use it, we can commercially 
as well as nationally apply the Input- 
Output System of Economic Measure- 
ment created by Dr. Wassily Leontief 
of Harvard and his associates. It has 
taken eight years to apply these meas- 
ures to just one year of data under 
available methods. This system of 
economic measurement is itself a tre- 
mendous advance. When available 
via office automation for widespread 
use, it is certain to revolutionize much 
of our managerial thinking and action 
by disclosure of completely new facts 
and principles. It alone will aid great- 
ly in discovering a new way to more 
equitably divide our economic product 
among those who produce it, by mak- 
ing it feasible to measure the several 
input factors of production, the con- 
tribution of each, and its relation to 
the total.” 

In addition to major program 
speeches, a number of concurrent sem- 
inar meetings were held on each day 
of the three-day conference. All ses- 
sions were held at Philadelphia’s Belle- 
vue-Stratford Hotel. 


“PLAIN OR PRINTED TO 
FIT YOUR SPECIAL NEEDS 


Smith A 


PROJECTING SIGNALS ~ 


- Quality—Size 
—Service 
qe 


ated SS 


Save time and work by flagging vital 
information with easy-to-use Smith 


Signals on original records . . . Larger 
sizes enable you to apply signals to 
double top folders, pressboard items as 
well as cards or letter paper. 
Smith Signals are sturdier, last longer. 
Made of hard tempered steel, the jaws 
have stronger grip. 
Available in 4" to 2” widths. Choice 
of 12 plain colors or printed alphabet- 
ically, by numbers, months or states. 
Special imprinting available. 

See your office supply dealer 


or write 


[CHARLESG& SMITH, INC. 


NEBRASK 


For more than 50 years, a complete line 
of time-saving signals and indexes 


How To Gel Things Done 
Betfer And Faster 


Boardmaster Visual Control 


vy Gives Graphic Picture—Saves Time, 
Saves Money, Prevents Errors 

vy Simple to operate—Type or Write on 
Cards, Snap in Grooves 

sy Ideal for Production, Traffic, Inventory, 
. ae Sales, Etc. 
‘¢ Made of Metal, Compact and Attractive. 
” Over 100,000 in Use 


Full price $49.50 with cards 


24-PAGE BOOKLET No. G-300 
FREE Without Obligation 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd St., New York 36, N. Y. 
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Lr you're not using Weldon Roberts 
Jet Erasers try them and see how 
much easier they are to handle and 
use, how cleanly they erase, how 


much time they save. 


They're NOT mechanical gadgets, 


but cylindrical stick erasers 
in attractive, transparent plasuc 
holders — nothing to get out ot 
order. Holder tip unscrews so 
eraser stick can be moved out- 


ward. 


3 SMOOTH-ERASING TEXTURES 


No. 825 Red Rubber core, for pencil erasing. 

No. 827 Gray Rubber core, for erasing ink and 
typewriting. 

No. 838 Green Rubber core, for erasing ball 
point pea and pencil. 


Refills, of course 


Pocket Clip Style for General Use 
Brush Whisk Style for Typists 


Ask Your Stationer to Show You 
Weldon Roberts Jet Erasers Now 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue, Newark 7, N. J. 


World’s Foremost Eraser Specialists 


Correct Mistakes in Any Language 


sic canesssats se 


Catalogs, Booklets, Brochures 


for the office 


History of Business 

E. I. Du Pont de Nemours & Co., 
Wilmington, Dela. Thirty-two page 
booklet, The Story of Business: Large 
and Small, tracing growth and devel- 
opment of the American business 
community, and including page on 
“Tomorrow's Business.” 


Business Furniture 

Itkin Bros., Inc., 290 Madison Ave., New York 17. Book- 
let, with illustrations, outlining 16 methods by which an 
office may maintain “efficiency and impressiveness” in fur- 
nishings. (2) 


Business Offices 

Clark & Gibby, Inc., 20 E. 41st St. 
New York 17. Creating Better Of- 
fices for Better Business. Brochure 
picturing complete office units as de- 


signed by the firm. (3) 


Business Telephones System 
Automatic Electric Sales Corp., 
1033 W. Van Buren St., Chicago 7. 
How P-A-X helps Bunte Brothers 
Chase Candy Co. effectively control 
operations and production, one of a 
series of brochure studies indicating 
how one company controlled opera- 
tions and production through use of a 
P-A-X business telephone system. (4) 


Film Products 

Keuffel & Esser Co., Hoboken, N. J. 
This is Micro-Master 105 mm. Eight- 
een-page booklet with text and _ illus- 
trations describing Micro-Master 105 
mm, a process designed specifically 
for filming and reproducing engineer- 
ing drawings by K & E and Micro- 
Master, Inc. of Kansas City. (5) 


Floor Brushes 
Milwaukee Dustless Brush Co., Milwaukee 3. Folder 


covering uses of company’s Speed Sweep, Speed Wash and 
Dustless brush lines. (6) 


Everything for the Smoker F: 
McDonald Products Corp. Duk-It © 29. 
Bldg., Buffalo 10. Catalog, Every- — Sree 
thing for the Smoker, depicting Duk- 
It industrial smokers equipment, and — 
desk and home lire ash trays, humi- ~~ 
dors, pipe racks, floorsmekers and 
sand urns. (7) 
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« | Big let-down... 
. New Bassick “Diamond-Arrow” Casters 
Will Prevent This! 

: “How are the mighty fallen,” a rhetorical question 
ni in Biblical times, sometimes becomes a painfully real 
. question today. Painful for the unseated executive 
" above—and embarrassing for the office manager. 
1g Just one of the reasons to put Bassick casters on all 
a- i your office chairs and equipment. They give the easy 
a action that ends the need for irritating pushing and 


1) pulling. 
Other reasons for Bassick glides and casters in an 
Office, of course, are the quietness with which they 


j move and the way they protect expensive floor finishes 
. . and carpets. And once you’ve got sturdy, well con- 
a ' structed Bassicks installed, you can forget about them. 
05 Ask your office appliance dealer for Bassick casters. 


lly The Bassick Company, 


er- Bridgeport 2, Conn. Jn 
rO- ; Canada: Belleville, Ont. 
5) 


BASSICK CHAIR CONTROLS are an- 
other office favorite. The exclusive 
ee , Flo-Tilt control above is a rubber 


“a torsion unit that can’t squeak, pro- 

5) | vides the smoothest, safest tilting 
action ever. See your dealer about 
chairs with Flo-Tilt or conven- 
tional Bassick tilt controls. 

é3 | 
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| Rx Bassick 
= SY 4 MAKING MORE KINDS OF — —_ MORE WARNER 
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are So Hasy 
to make 


on fluid caplicetor masters with 


‘\Yes/ correction tape 


FAST, NEAT,CLEAN*? NO SOILED HANDS 


Correcting fluid duplicator masters is a breeze with 
Avery adhesive Correction Tape. There’s no scraping, 
erasing or smearing. Save useless trips to the wash- 
room — no smudged hands or dirty fingernails — no 
wasted time. Just press on, then type on! It’s easy 
to use — fast and clean! 


Available in rolls ready to use in 1/6”, 2/6” and 5/6” 
widths in handy Kum-Kleen dispenser. 


> PRESS ON reverse side of 
master over error. No moist- 
ening . . . just LAY IT ON Master stays in typewriter 
with a finger touch. . . «NO realigning. 
. 


2. TYPE CORRECTION with light 
touch, using same carbon. 


The boss will like it too...for it saves 
him time and money. 

Ask for Avery Correction Tape today — 
at your dealer, or from your regular office 
supply salesman — you'll like it! 


AVERY ADHESIVE LABEL CORP. Div. 151 
117 Liberty St., New York 6 © 608 So. Dearborn St., 
Chicago 5 © 1616 So. California Ave., Monrovia, California 
Avery Adhesive Label Corp. (Canada) Ltd., 207 Queen's 


Quay, Toronto 1 © Offices in Other Principal Cities 


Please send samples of Avery adhesive Correction Tape 


my name 


company 


address 


city state 
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The Famous 


ACCO 
PUNCHES 


No’s. 10 and 110 


COLOR is in fashion! And you'll 

find new eye appeal, new style 
attraction, in these famous Acco 
products. We've dressed the already- 
most-popular Acco Punches $10 and 
#110 in your choice of five colors in 
addition to the standard gray finish. 


Every office needs at least one Acco 
Punch and now you may suit your 
color fancy, match your decorative 
scheme, or identify each punch with 
its proper desk location by selecting 
from Fireman Red, Pastel Blue, 
Pastel Green, Frost Green (Mist 
Green), Frost Tan (Desert Tan). 


Ask your stationer to show you these 
top quality, versatile, colorful new 
Acco Punches now—or if he hasn’t 
yet secured a color assortment, write 
us his name and we'll see that you 
are supplied. 
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Positions Wanted 


CLASSIFIED ADVERTISING 


Rates are 20c a word. Minimum charge $3.00. Payable in ad- 
vance. Address replies to all Box Number ads c/o OFFICE 
MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 


For Sale or To Buy 


FOR SALE BY ORIGINAL PURCHASER. Several Model 
NC Commercial Control Corporation, Electric Endorsograph 
Machines, average age 4 years. Original purchase price $375. 
Will accept any reasonable offer. Contact Harold E. Rutledge, 
3117 Lockwood Ave., Chicago 41, Illinois. 


WANTED—ALL TYPE OFFICE Machines, Filing Equip- 
ment, Office Furniture, Kardex, Acme Post Index. Will exceed 
a manufacturer's trade-in allowance. Write, Wire. National 
Office Equipment Co., 429 Broome St., New York, N. Y. 


WANTED: BURROUGHS 7200, M231, M235, M806, Na- 
tional 20613—(124-2X) 18; class 31 and model 2000 Analysis ; 
Remington 685 #Y175,000, Addressograph 1900 £400,000. Ad- 
vise full model, serial, price. William Marions, 241 Cedar 
Lane, River Vale, N. J 


WAN TED—SUNDSTRAND and BURROUGHS Bookkeep- 
ers, also Remington, National machines. Indicate details, mod- 
el, serials. Gibian Business Machines, 128 Lafayette Street, 
New York 13. 


FOR SALE: Burroughs 13-column Bookkeeping Machine. 
Style 21 13 00, for Accounts Receivable posting. Will accept 
best offer. Wells Chair Corp., Box 230, Michigan City, Ind. 


VICTOR VISIBLE POCKETS 8 x 5. New. Large quan- 
tity available. 2'%4c each, F.O.B. Los Angeles, in quantities of 
10,000 or more. McMahan Brothers Desk Co., Inc., 2220 So. 
Hoover St., Los Angeles 7, Calif. 


ELLIOTT-FISHER MACHINES, calculating machines, add- 
ing machines—all office equipment, bought and sold. W. J. 
Crowley Company, 906-908 N. Water St., Milwaukee 2, Wis. 


WANTED: Bookkeeping and Billing Machines, Calculators, 
Comptometers, Adding Machines, etc., any style. Quote com- 
plete description and best price. AMERIC: AN BUSINESS 
MACHINES, Inc., 573 Broadway, New York 12, N. Y. 


CASH PAID for Elliott Addressers, Varitypers, Multiliths, 
Multigraphs, Hand Printing Presses, Ditto, Mimeograph. Give 
best cash price, details. Dixie Service, King, N. C. 


Business Opportunities 


ELECTRONICS, LEARN HOW to program Business. prob- 
lems such as Payroll, Accounts Receivable and Inventory 
Control for electronic computers. Send for Free information 
describing our Home Study Course “Programming for Busi- 
ness Computers.” Business Electronics Inc., Educational Sec- 
tion, 420 Market Street, San Francisco 11, California. 


STOP HIRING UNQUALIFIED HELP! Half-hour intel- 
ligence- ability test weeds out inadequate, inaccurate applicants. 


ag 3usiness Training School, 947 Carteret Avenue, Tren- 
ton, N. J. 


Positions A vailable 


SAL ES MANAGER—OFFICE FURNITURE. We have 
immediate need for outstanding man, thoroughly versed in 
office furniture sales & management. Not over 40 years old. 
Lifetime opportunity with one of largest retailers in East. 
Write, giving full data, salary expected, when available, snap- 
shot. Our staff knows of this ad. O.M. 255 


LEAD ADING E MPLOYMENT ‘CONSULTANTS offer Sal- 
aried Positions, $6,000 to $35,000. We offer the original per- 
sonal employment service (established 46 years). Procedure 
of high standards, individualized to your personal requirements. 
Identity covered. Particulars. O.M. 256 


ACCOU NT, ANT A AV AIL ABL E on per diem or temporary 

basis for Systems, Procedures, Cost Accounting, Inventory 

an Auditing in New York and New Jersey areas. 
M. 292 


JANUARY 1957 


Monthly Books, 
Weekly Sheets 


Beach's Start This Year Right—to 
(ube SAVE on INCOME TAX 


Expense ONLY definite, itemized 
Books records of business travel 
expense allow you safe 
deduction. In BEACH’S 
they're kept easily, items 
entered as incurred. You 
will have uniform, perman- 
ent records. Thousands of 
firms use BEACH'S. 


At your stationers; or write 


Weekly and 


Sturdy, Conven- 
BEACH 
ient, Complete. . 
predomi PUBLISHING CO. 
Size 19829 W. McNichols Rd. 


Detroit 19, Mich. 


DIES a ano PROOFS pera 
ALCLCE BUSINESS CARDS 


500 $11 ¢ 1000 $15 ALUN ata 


BUSINESS ANNOUNCEMENTS 500 ONLY $28 


COVERS 
CLIP YOUR LETTERHEAD ‘TO THIS AD... Ee LURAY 
MAIL FOR FREE PROOF - 


DEWBERRY ENGRAVING CO. 


807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 


| 
| 


FAIRGATE 
HARD ALUMINUM 


RULES & DRAWING AIDS OF 


ria al gp es = ‘a! 9 yh te ante OE 


sue PAMOATE OU 


Neh 


Modern, time-saving, double duty. In 

special sizes for office use. And they 

cost no more. 

THE FAIRGATE RULE CO. 
Cold Spring-On-Hudson, N. Y. 


BR A a a a 
ro) 


24°" Rule $1.10 


At your dealer or 
write for catalog. 


12'' T-Square $1.00 


ee —— 
12° Knob Rule 50c 


CASH REGISTERS—BRANDT COIN CHANGERS 


HIGH PRICES PAID 
FOR 


USED BOOKKEEPING MACHINES 


ey (120) (124-2X) REMINGTONS—485-E or F sY-180,- 
18 AB 3-50,000 and over 000 and over 


BURROUGHS — 7200 M-2I5 M-222 CASH REGISTERS—6064 (4-16) 
M-235 M-806 1500, 1900, 22010, (123) (24) 

— a F-200 F-300 ELLIOT-FISHERS—CAX43EK 300,- 
F-400 F-5 000 and over 


nananeas~t- 10-10(22) 26. BRANDT COIN CHANGERS—<'s 
A-2198 (64 up) (II) (12) 60, 61, 100, 101, 150, 200, 20! 


Advise complete model and serial numbers for our quotations. If our 
prices are acceptable, we would send our check in advance and have 
the equipment picked up, uncrated, by our forwarding agent in your 


L.A. PEARL CO., Dept. 1 M 


140 WEST 42nd STREET, NEW YORK 36, NEW YORK 
BRyant 9-1459 Wisconsin 7-1220 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 39 
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INQUIRY SERVICE 


For Subscribers to OFFICE MANAGEMENT 


. This service 1s provided for the con- ’ 
venience of Office Management Exec- 
utives in obtaining complete informa- ; 

ET Vi Re tion on the products advertised in 
this issue. Advertisements are identi- 


fied by their respective page numbers. 

Fractional page advertisements are 

further identified by the initials of | 

the advertiser. | 

| 

© r) 
--eally 
. . i} 

Simply circle the ; 

| 

\ 

\ 
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On New Products | respective numbers 
9 in coupon below ! 
i} 
Obtain New Catalogs 1 
L 
Just circle the numbers on which you 
and Heipful want further information; fill in your 
name and address below, tear out and 
. mail to Office Management. Our office 
Literatu re will forward your inquiries promptly 
to the companies concerned. 
i) 
i 
SEND OFF THIS BLANK ... FOR PROMPT SERVICE 
=—n_eameameamZ eae ew emememe SS eee ee ee ee oe 
Please forward to th ti ies, t f 
OFFICE MANAGEMENT further “information ‘= Ue ms oe "bane quenal teekeer. 
212 Fifth Avenue, New York 10, N. Y. yt ly chee. appl ella tales 
JANUARY 1957 ADVERTISEMENTS 
(Cirele respective page numbers on which ads appear) 
2nd Cover 21 68 WOI 82 MCC 
3rd Cover 22 69 83 MC JANUARY 1957 
4th Cover 24 71BMC 83 ISC NEW PRODUCTS ITEMS 
3 4] 71TWC 83 NEP CATALOGS AND OTHER AIDS 
4 42 2 Cl 83 CPC (Cirel — it Rind 
6 43 72 WAF 84 joc Ircle respective item numbers 
7 45 73 84 CI 
8 46 74 TSC 84 ACS A-1 B-1 E-1 1 
9 47 75 85 CCS 
10 58 76CHH = 85GS a oe Ee . 
11 59 76 GSS 85 ALC A-3 B-3 E-3 3 
12 60 a 86 A-4 B-4 E-4 4 
13 61 78 AWF 87 BC 2 ; i ‘i 
15 62 78GAC 8&7 AAL AS BS E-5 5 
16 63 79 88 A-6 B-6 6 
17 ~ 64 EPC 80 GJA 89 BPC B-7 : 
18 65 80 CPC 89 DEC 
19 67 81 89 FRC ' 
20 68 GRP 82 GWC 89 LAP | 
RIA ara ciaipes athena arsisa 6. salah oe AA a aby oS sempre Gata i , 
ame MN Sa ie pci ahd January 1967 lesue, 
EE se cidiehicca ¥ Otc atten ees ke aOncR a ada he Ea en badgwees whanau siden aeaben Office Management 's 
MNEs chara distract clot tcean ao Ga iaterd pes widiela aia aienw alae uc a biota arsine danas ae aw aeies a 
This inquiry form good , 
A ch cit nace henna mada ssl bw aa aie es owe women eee State 


rrrrrrrrrrre rrr rr until Feb. 15, 1957 
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Appearance Always Counts 


Whether you're typing business letters on land, sea or even 
in the air (yes, Virginia, there are flying carpets), the impres- 
sion they create has to be the right one. That’s why discern- 
ing secretaries everywhere depend upon Columbia Ribbons 
and Carbons to give that special note of correctness to their 
othce correspondence. Columbia Ribbon and Carbon Man- 
ufacturing Co., Inc., Glen Cove, N. Y. 


@ 
RIBBONS AND CARBONS 


CLASSIC + SILK GAUZE * MARATHON + COMMANDER 
PINNACLE ° RAINBOW ° DH&D ° TITAN 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 
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Eastern 


VENETIAN BLIND CO. 
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‘“altonal Accounting Machines save $44,880 a year 


-—return 102% on investment annually!’ —castean venetian BUND COMPANY, Baltimore, Md 


‘Makers of Eastern’s Star, the heavenly new venetian” 


“The money National Accounting Ma- 
chines save us—and the valuable infor- 
mation they furnish so promptly—have 
been helpful to us in maintaining our 
position in this field. We estimate our 
$44,000 investment in National ma- 
chines is returned to us in savings at the 
rate of 102% annually. 

“Our Nationals do a particularly out- 
standing job on Payroll, Accounts Pay- 


able, Cost Distribution, Sales Analysis, 
Accounts Receivable and Age Analysis. 
“It’s easy to shift from one accounting 
job to another on Nationals. Training is 
easy, and the automatic machine features 
relieve operators of repetitive effort.” 


Stone lOPocin 


President 


THE NATIONAL CASH REGISTER COMPANY, payron 9, on10 


989 OFFICES IN 94 COUNTRIES 


In your business, too, National 
machines will pay for themselves 
with the money they save, then 
continue savings as annual profit. 
Your nearby National man will 
gladly show how much you can 
save—and why your operators 
will be happier. 
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